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Introduction

Welcome to the world of ROM II! What exactly is ROM Il, you may ask? ROM Il provides an automated
means for personnel to perform all functions relating to daily operations of the Navy Ship’s Store Afloat in a
Windows environment. This includes generating financial reports needed to manage the ships funds and
those required by a higher authority.

ROM Il provides enhanced ordering capabilities, physical inventory functions, combined with new
inventory management using Electronic Point of Sale (EPOS) technology. In essence, ROM Il is an
Inventory Control System.

The Purpose of this Manual:

The ROM Il Users Manual is a fully illustrated guide designed to navigate the most inexperienced records-
keeper throughout the entire ROM Il program. Each function has a step-by-step process with an illustrated
example to assist in performing their task.

Photos have been incorporated to provide a visual for proper hardware construction.

Terminology:

Listed below are some of the more frequently used terms you will need to become familiar with in order to
fully understand how ROM Il functions.

1. EPOS (Electronic Point of Sale) - The retail activities that have a scanning register and your
Bulk storeroom operation.

2. Non EPOS - Any retail activity that sales are not scanned. |.E. Soda machines, phone card
machines, hangar bay sales and snack vending machines.

3. BackOffice - The compute in the Sales Office that is used to perform all of your daily business
transactions.

4. UPC’s (Universal Product Code) - A manufacturers barcode placed on product packaging.

5. SKU (Store Kept Unit) - Is a ten-digit number that is identical to the Commercial Stock Number
with the exception of the tack between the sixth and seventh digits. I.E. 0500000393.

6. PDT (Portable Data Terminal) - A hand held device used to scan and record UPC’s and/ or
SKU’s for the purpose of Inventories, Breakouts and UPC maintenance.

7. Compact - Is a compacting program designed to compress data files within ROM Il so they do
not grow out of control over a period of time.

8. MDE - Is the executable program for ROM II.

9. MDB - Is the ROM Il database (Your ship information).



Getting Started

1. From the Desktop, double click on the ROM Il Icon. Refer to the following figure:

i Start| B Microsoft word | agnsnagies2 W 956 PM

2. After you have double clicked on the ROM Il Icon the following screen will appear:



&, MaxPoint PDS System - [LOGO]

” File Edit Insert Records ‘Window Help ilil
“@ BF 3% Saye as/Exporh.,,

Operational Status

Operational Status IIN PORT / LOCAL |

Warning: This computer program is protected by
copyright law and international treaties. Unauthorized
reproduction or distribution of khis program, or any
partion af ik, may result in severe civil and criminal
penalties, and will be prosecuted ko the maximum
extent possible under law,

Use the drop down arrow and select the operation status of the ship at time of loggon. Refer to the
following figure:

Operational Status

M PORT / LOCAL
IM PORT / DEPLOYED
AT SE& A LOCAL

A1 ZE& /DEPLOYED

After you have selected the appropriate choice, click on the Accept button and the following screen
will appear:



Logon Menu

User ID K|\j
Password
Confirm Return |
5. In the User ID field, scroll and select the appropriate operator.
6. Press the TAB button and enter the appropriate Password in the Password field and click on the

Confirm button. The ROM Il Main Menu will appear:

ROM 11 [00.03e]

POS Assign Till

POS Reconcile Till

Inventory Movement

Financial Accounting

Inventory Count Functions

Utilities
Lookup Tables

INTE
00 inter

7. From the ROM Il Main Menu the operator can access the various options of the ROM Il Program.
Refer to the following sections in the User’s Guide.



Point of Sale Construction:

. | _ & .Zi s
Point of Sale Front View Point of Sale Rear View

Top View of Shoe (Cables fed through circled areas)

\



Feed the power cord and the video cord through the opening in the back of the Shoe down through
the Cash drawer openings and connect the video connection to the video port on the computer.
The power cord will be plugged into the Backup Power Supply.

Backup Power Supply (UPS) Uninterrupted Power Supply)
Vi



da
Connect the 25-pin to 9-pin Gender Adapter (Figure B.). The 25-pin connector will go to the receipt

printer. The 9-pin connector will be fed through the back of the shoe and down through the cash
drawer and connected to Serial Port ONE. Refer to Figure B.

FIGURE B
VIl



da
Connect the phone line RJ-11 (Figure A.) to the receipt printer. Use the end that DOES NOT say

to register. Feed the cable through the back of the shoe and down and connect to the slot on the
cash drawer. This end of the cable indicates to Cash Drawer. Refer to Figure A.

FIGURE A
VI



Feed the cable from the Epson TM-T88 Power Supply up and through the Cash Drawer opening
through the back of the shoe and connect to the receipt printer. Place the unit in the cash drawer
compartment. Refer to Figure C.

FIGURE C

IX



5. Connect the power cord (Figure G.) to Figure C. Feed the plug down and through the bottom of
the cash drawer and connect to the Backup Power Supply (UPS). Refer to Figure G.

FIGURE G

Display Pole Male DB 5-PIN Connection

X



Connect (D1) of Figure D to the Display pole DB 5-Pin connection. The rest of Figure D cable will
be fed down and through to the computer. Refer to Figure D.

FIGURE D




7. Connect the 9-pin connector of Figure D to Serial Port Two. Connect DD of Figure D to EE of
Figure E. Ensure to feed cable up underneath Computer and connect plug from Figure E to
Backup Power Supply (UPS). Refer to Figure E.

FIGURE E

Connect to FF
Fefer t
Figure F.

XIl



8. Feed Connections FF and F1 up and through the bottom of the computer and connect FF to the
Keyboard Slot. Refer to Figure F.

FIGURE F

9. The Keyboard will be positioned on the Shoe. Ensure that the keyboard is securely set into the
notches on the shoe.

10. Feed the Keyboard cable down and through the back of the Shoe.

X1



11. Connect the mouse to the mouse slot on the back of the computer.

T

J/mm

12. Tuck all loose cables into the computer and cash drawer compartments.

XV



s e S

S

13. Attach the cash drawer and computer compartment covers and the system is ready to start up.

Back-Office

9-PIN VIDED
- Connect
Monitor Cable

LPT-1
Connect
Printer

XV



XVI



Ship’s Constants:

When the system is initially installed there are a series of steps that must be performed in a
particular sequence. The following section will describe the procedures and sequences for each of
these steps. Deviation from these steps may cause discrepancies with your ROM Il system.

From the Main Menu screen select the Ship’s Constants option.  The following screen will
appear:

Shipz Constants Menu

Amusement Machine Setup

Cash Register Setup

Department Markup By %
Locally Assigned Breakout #
Locally Assigned Expenditure #
Locally Assighed Purchase Order #
Locally Assigned Receipt number
Locally Assigned Requisition #
Locally Assigned SKU #

Ship Identification

Store Setup

Vending Machine Setup

Return

Ships Constants Main Menu

Ship Identification:

From the Ship’s Constants menu select the Ship Identification choice. The following screen will
appear:

1
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SHIP INFORMATION

ACCT, PER, START DATE |05-Aug-00

ACCT, PER, END DATE [TV EEREE | oo ddvppy

DISBLRSING OFFICER, |A.L. COR,LT,SC, ISR

DISB., OFFICER SYMBOL [2495

SHIP NAME [Classroom

HULL NUMBER [cvn-o0
uc[vzao00 |
FPO DESIGMATOR [aE
FPO ZIP CODE[10305-2101 |

CREW! SIZE (2000
MO, PERSCN, TEMDED (O

PAYIMNG ACTIVITYlDEFENSE FIMAMCE & ACCOUNTING SERVICE

|NORFOLK OPERATION LOCATION, CODE FPYVE

|9? 12 WIRGINLA AYEMNUE

TYPE COMMANDER. |COMNAVAIRLANT

PIERSIDE ADDRESS |N.O.E- Horfalk

|Nurfo|k, Virginia

|NDrf0Ik Wi 23511

3511

SALES OFFICER |A.L. COR,LT,SC,USHR
-

SENIOR SUPPLY OFFICER. |M.E. TUELL,LT,SGHISHN

OPERATING ZOME[G -] EDICARABLE|MD
SPIN CODE D

Gf Assessment Bupers (Enter as percentage, eq: 4 = 4%) | 5.00%
Gf Assessment Local (Enter as decimal, eg: .005 = .5%) .0as

Save Record

Return

Ship Identification Screen

This is the Ship’s Identification screen, from this screen you will enter all the information

about your ship. Refer to the following steps:

1. The starting date of the current accounting period is populated by default.
2. Enter the ending date of the current accounting period.
3. Enter the Ship’s name without the USS. The system enters this by default on the appropriate

documents.
4. Enter the Ship’s Hull Number.
5. Enter the Ship’s UIC.
6. Enter the FPO Designator.
7. Enter the FPO Zip Code.
8. Enter the Pier Address of the ship.

9. Enter the Sales Officer's name and title. I.E. Thomas. J. Smith, LT, SC, USN.

10. Enter the Senior Supply Officer's name and title. Use the same method as in 9.

11. Scroll and select the Operating Zone that the ship falls under.

12. Enter the Disbursing Officer's name and title. Use the same method as in number 9.

13. Enter the Disbursing Officer Symbol. You will need to get this from the Disbursing Officer.

14. Enter the Crew Size. This includes all personnel assigned to ship’s company including
Officers. This information can be obtained from the Ship’ Personnel Office.

Updated 20 December 2000
Version 00.03E




15. Enter the Paying Activity and address.
16. Enter the Type Commander and address.
17. Enter the General Fund Assessment based on type of ship.

e 1-500 Personnel 0.00%
e 501-1500 4.50%
e 1501 and up 5.00%

18. Enter .005 for the General Fund Local.

19. USING YOUR MOUSE, CLICK ON THE SAVE RECORD LOCATED AT THE LOWER RIGHT
HAND SIDE OF THE SCREEN.

20. Click on the Return button to EXIT this function.

Store Setup:

The next step is to setup your retail outlets and storerooms. From the Ship's Constants menu
select the Store Setup option.

Adding a store:

From this screen, you can create the various outlets that your operation has. Click the Add Store
and enter the required information.

1. Store Number-Enter the number of the store that is to be created.

e EPOS Stores will be numbered 1,2,3 and so on.

e Canned drink will be numbered 9800.

»  Snack Vending will be numbered 9700.

e Phone Card Machine will be numbered 9500.

» Hangar Bay/ Pier Sales will be numbered 9400.

» All other Non-EPOS outlets will be entered in descending order.

3
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Store Information

Add Store | Save Changes | Delete Store | Return |

Opening Date |~
I 03-4ug-2000

Store Search|— Store Mo Il—
I :| Stare TyEe |Retai| Store j

Store Infor mation |

FEl= IShips Store 1

[leEation |Sec0nd Deck

2. Store Type-Scroll and select the desired Store type.

The various types of stores include:

» Bulk Store Room-There can only be one Bulk StoreRoom.

» Retail Store-All stores that have scanning capability.

» Canned Vending Machine- The soda operation.

»  Cup Vending Machine-This option is not used.

» Snack Vending- used for all Non-EPOS activities that post to CO2 of 153.

» Storage Rooms- Used for storerooms other than Bulk. 1.E. if the operation has
more than one Bulk storeroom operator. Several storerooms can be created
giving separate accountability to each operator. These storerooms act very
similar to other outlets in that, breakouts to and from the *MAIN BULK
STOREROOM" must be done to establish a physical inventory.

ore Informakion

Add Store | Save Changes | Delete Store | Return |
*|Sh3re Search |~
I—_[ Store Mo |2 Opening Date|——
Store Type
Bulk Store Room
Retail Store
Store Information Canned Yending Machine
; Cup Yending Machine
Marne | Snack vending
1Sforage Raoom

Location I

3. Opening Date- Double click this box and a calendar pop up will appear. Simply click on
the desired date and this field becomes populated.

4
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Store Information

Add Store | Save Changes | Delete Store | Return |
Stors Search| 7 Store o [2 Opening Date[—
I ]v Store Type IRetaiI Store d —
W IDecemher jIQI]I]I] j
Name | S|M|T|[W[T|F|S
26 |27 |28 (29 |50 |1 |2
Location | 3 4|5 |8 |7 |8 [9
10 |11 12 13 [14 |15 |16
17 |15 |19 21 |22 |23
24 |25 |20 |27 |28 |29 |30
311 |2 |3 |4 |5 |8
4, Name-Enter the noun names for the store/ activity that is being created.
5. Location-Enter the physical location of the store/ activity being created.
[Store Information
Add Store | Save Changes | Delete Store | Return |

*|Sb3re Search |-
Store Mo |2 Opening Date|—
I :‘ Store Type IRetall Store j -Det—2000

‘|Sh3re Infor mation|

HName |Ship's Store #2

Location |Dl Level

6. Click on the Save Changes button to save.

Click on the Return button to Exit this screen. Follow these same procedures for each additional
retail store. Click on the Return button from the Store Information screen to Exit this function.

Deleting a retail store:

To delete a retail store, click on the desired store to be deleted and then click on the Delete Store
button. A warning box will appear informing the operator that you are about to delete records for

store selected.

5
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Delete Store Information |

@ Y'ou are about to delete recaords for stare number 1

Cancel |

Select the OK button if you desire to continue, the following window will appear: (Click the cancel
button if you do not desire to delete the store.)

MaxPoint PO5S System [ <]

The Store haz been deleted successiully,

*Note: You cannot delete an outlet once an inventory has been created for that outlet.

Adding a bulk storeroom:

There will not be a need to create a Bulk Storeroom #99, because the system has been
designed to create #99 by default. This will be done when the system is installed.
*Note: You cannot delete an outlet once an inventory has been created for that outlet.

Canned Drink Vending Storeroom Setup:

The vending operation will be maintained from a vending machine storeroom. To setup the
vending storeroom select the store setup from the Ship’s Constants menu.

Click on the Add Store button.

Enter the number 9800 for Canned Vending Storeroom.

Scroll down to the Canned Vending Machine option, and click on this choice.
Type in Soda Storeroom, and location.

Double click the Opening Date for calendar pop-up. Enter the opening date.
Save Changes.

Click on the Return Button.

NoakrwdE
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Snack Vending Storeroom Setup:

The vending operation will be maintained from a vending machine storeroom. To setup the
vending storeroom select the store setup from the Ship’s Constants menu.

Click on the Add Store button.

Enter the number 9700 for Canned Vending Storeroom.

Scroll down to the Snack Vending option, and click on this choice.

Type in Snack Vending Storeroom, and location.

Double click the Opening Date for calendar pop-up. Enter the opening date.
Save Changes.

Click on the Return Button.

Nooak~kwnpE

Note: All other Non-EPOS activities will be set up in this same fashion as the
snack vending operation with the exception of the name and location of the
activity.

Canned Drink Vending Machine Setup:
To add individual vending machines double click on the Vending Machine Setup selection from the
Ship’s Constants menu. The following screen will appear:

¥ending Machine Update Form

Storage Room || E F saved
vending Machine # I '|
Machine Name
New Machine # I
Add Machine | Save Changes |
Delete Machine | Return |

1. Click on the ADD MACHINE button.
2. Storage Room Block- Scroll the down arrow and click on the 9800 selection. Refer to the
Figure below:

7
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Yending Machine Update Form

Storage Room i ® & Saved
Yending Machi 970
9200

Machine Name

New Machine # |0 U=ze the drop—down
bar to =elect
dezired activity.

Add Machine | Save Changes |

Delete Machine | Return |

3. Machine Name- Type the soda machine name. |.E. Soda Machine #9802.
4. New Machine Number- Enter the number of the machine. 1.E. machine number 9802. Refer to
the following figure:

Yending Machine Update Form
Storage Room [2300 j % saved

Yending Machine # 'I

[é MACHINE #9802

Machine Namé-

Hanually
enter the
New Machine & [2502 appropriate
information.
Add Machine | Save Changes |
Delete Machine | Return |

5. Click on SAVE.

*Note: Always enter the storage room that supplies that particular vending machine.
Once you have entered the new machine, you can scroll and select and verify the new machine is
there. Refer to the following figure:
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¥Yending Machine Update Form

Storage Room IQEIDD @ ¥ saved
Yending Machine # | T |

9801
0502 ]

Machine Namé: FSoDE TR A 2002

New Machine # [9502

Add Machine | Save Changes |

Delete Machine | Return |

Snack Vending Machine Setup:

Click on the Vending Machine Setup from the Ship’s Constants Menu. The following screen will

appear:
¥ending Machine Update Form

Storage Room I j

Yending Machine # I v|

Machine Name

% saved

New Machine # |

Add Machine Save Changes

Delete Machine | Return |

Vending Machine Update Form.

1. Click on Add Machine.
2. Storage Room- Scroll the down arrow and click on the 9700 choice. Refer to the following
figure:
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Yending Machine Update Form

Storage Room - F gaved
Yending Machine
0200

Machine Name

New Machine # |0

Add Machine | Save Changes |

Delete Machine | Retu M

3. Machine Name- Enter the name of the vending machine. I.E. Candy Machine #9701.
4. New Machine- Enter the appropriate machine number. I.E. 9701. Refer to the following figure:

¥ending Machine Update Form

Storage Room (3700 ]

Yending Machine # I v|

Machine Mam .CANDY MaCHIME #9701
New achirie # |9?01|

Add Machine

& saved

Save Changes |

Delete Machine | Return |

5. Save Changes. Refer to the following figure:

Yending Machine Update Form

Storage Room |3700 ] ¥ Saved
vending Machinn{ -
01
Machine Name [CAMDY MACHIME #9701
Mew Machine # (3701
Add Machine | Save Changes
Delete Machine | Return
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*Note: Always enter the storage room that supplies that particular vending machine.
Once you have entered the new machine, you can scroll and select and verify the new machine is
there. Refer to the following figure:

Amusement Machine Setup:

Select the Amusement Machine Setup from the Ship’s Constants menu. The following screen
will appear:

Amuzement Machine Setup Form I
Machine Name Search II vI saved I

Charge Per Game $0.00

Description

Add Machine | Save Machine |

Return |

Delete Machine

Contractor
Information

Amusement Machine Setup.

Click on the Add Machine button.

Charge Per Game- Enter the Charge Per Game. I.E. .50.

Description- Enter the name of the machine. 1.E. Mortal Kombat 2001.
Click on the Save Machine button. Refer to the following Figure:

Amuzement Machine Setup Form

Saved [

el Ao

Machine Name Search

charge Per Game Martal Kombat 2001
Description I
Add Machine | Save Machine |

Delete Machihe
Contractor
Information

Properly Filled Out Amusement Machine Screen.

Return |
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Contractor Information: Click on this button to enter information about the vendor. Refer to the
following figure:

Amusement Machine Yendor

s pring Walley Armuzemnenl

Contractar

Percentage I 33.00% (Enter as a decimal)

Address line 1 |‘I 529 Technology Drive $#102

Address Line 2 |Chesapeake Yirginia 23320

Retirn |

Deleting an Amusement Machine:

If you desire to delete an Amusement Machine, from the Ship’s Constants Menu select the
amusement setup choice.

1.
2.
3.

Select the desired machine from the drop-down list.

Click on the delete machine button.

A message will appear informing the operator that you are about to delete the amusement
machine.

Click the OK button if you wish to continue, cancel if not.

Click the Return button to Exit this function.

Assigning Expenditure Numbers:

The next step is to setup the Expenditure numbers that your operation will be operating under.

From the Ship’s Constants menu select the Locally Assigned Expenditures # choice.
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When the ROM Il system is initially installed, the setup of Expenditure numbers from the last used
number is necessary. Refer to the following Figure:

Expenditurer Number I

Expenditure Numbers _

Starting # I 7900
Next # I 7900
Ending # I @

Return |

Locally Assigned Expenditure # screen.

The beginning Expenditure number will be placed in the Starting # block. For example, if the
numbers 7900-7999 were assigned then you would enter 7900 as the starting number. The first
number issued would be 7900. The ending number will be placed in the Ending # block. As for
the next number, this number will be the next available number. For example, the last number that
was assigned was 7975, so the next available number would be 7976. This number would be
entered in the Next # block. The next number that the system will assign will be 7976. Ensure
that you save the changes by clicking on the Return button.

Assigning Purchase Order Numbers:

The next step is to setup the Purchase Order Numbers. From the Ship’s Constants Menu select
the Locally Assigned Order # choice. The following screen will appear:
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Purchase Order Numbers

Starting # I 9700
Next # I 9700
Ending # I_M

Return |

Purchase Order Number Setup screen.

Enter 9700 in the Starting # block and 9899 in the Ending # block. Enter the next available
purchase order number in the Current # block. For example, 9700 is the next available Purchase
Order Number assigned, then 9700 will be the next number that is assigned. Click on the Return
button.

Assigning Requisition Numbers:

The next step is to setup the Requisition Numbers. From the Ship’s Constants menu, select the
Locally Assigned Requisition #. The following screen will appear:

Requisition Numbers _

Starting # I 9000

Next # 29035

Ii
Ending # I 9999

Return |

Requisition Number setup screen.

Enter 9900 in the Starting # block and 9999 in the Ending # block. Use the next available
Requisition Number and enter that number in the Current # field. For example, if 9904 was the
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last Requisition that was used then enter 9905 in this field. The next number to be assigned will
be 9905.

Locally Assignhed SKU’s:

A SKU (Store Kept Unit) is a ten-digit number assigned to a particular item. The same number
that was being used on the stock record cards of the past, are being used as SKU’s without the
tack between sixth and seventh digits. Refer to the following Figure:

Locally Assigned SKU

"~ Article Definition

Default Class |gannan

Last Sequence # |D

Save Changes! Return

Locally Assigned SKU setup.

Enter the Default class 960000. Enter the Last Sequence Number 0000. Click on the Save
Changes button.

Department Markup By %:

This function allows you to change a markup percentage for an entire department, or to update all
items within that department to the existing markup percentage. Enter the appropriate “New
Markup Percentage” and click the button update retail price for all articles. All retail prices on stock
records in that department will be adjusted automatically. In most cases there should not be a
need to make any changes, however at some point in the future it may be necessary to make a
modification. From the Ship’s Constants Main menu select this choice. The following screen will
appear:
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Department Markup

Department Markup
| =l |
Update Retail Price For
All Articles Return

Department Markup by % screen.

1. Scroll the down arrow in the Department field.
2. Select the desired department that you wish to view.
3. Click the Markup field and make any changes that are required. Refer to the following figure:

Department Markup

Department Markup
|.-‘-‘a1 j |C|:|r‘|fecti|:|ns, Cookies, Crackers, Snack Prod | 15.IZIEI%|
Update Retail Price For Ret
All Articles eturn

Properly filled out screen.

Once you made all the necessary changes, then click the Update Retail Price for All Articles
button. By doing this you will be updating the retail prices based on the Markup changes you
incorporated. When finished click the Return button to return to Ship’s Constants Main Menu.

Locally Assigned Breakout Number:

The Locally Assigned Breakout Number field is created at migration. All Breakout Numbers
begin with 1 at the beginning of each accounting period. The Next field indicates your next
available breakout number. The user cannot modify this screen!

Breakout Humber
Breakout Definition
Starting # I 1
MNext # I 1

Ending # 999

Return
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Breakout number setup.

Locally Assigned Receipt Numbers:

The Locally Assigned Receipt Number field is created at migration. Currently all starting numbers
begin with 1 by default and end with 999. The Next field indicates your next available receipt
number. The user cannot modify this screen!

k‘ eceipt Numbers
Starting # I 1
Next # I 1

Ending # 899

Return)

Cash Reqister Setup:

The Cash Register Setup option is where the registers for your outlets are established. Click on
this option and the following screen will appear:

Store No -]
Register No -]

Add Mew Register Save Reqister

Delete Register Return

Adding a New Register:

1. Click on the Add New Register button.
2. Scroll the Store Number field and select the appropriate store.
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3. Enter the New Register Number in the Register Number field. Note that if establishing a
register for store number one, the register will be 1001. If there is a second register to be
created it will be 1002 and so on. For store two, the first register will be 2001 and a
second would be 2002.

4, Click on the Save Register to save changes.

5. Click on the Return button to return to the previous screen.

Deleting a Register:

1. Scroll the Store Number field and select the appropriate store.

2. Scroll the Register Number field and select the appropriate register.

3. Click on the Delete Register button and the register is now deleted.
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Utilities:

This function lets you perform various ROM Il data-management tasks, maintain passwords and
menu access for users of the system. You can also access various functions that are designed for
one-time use (All of your Open Forms are used to initiate Purchase, Requisitions, and Expenditure
numbers during implementation.). Each of these utilities is described in this section.

To access the Utilities function, double-click this selection and the following screen will appear:

153 Setup Form (1)

Add/Delete Operator

Change Password

Edit Operational Status

Menu Update/Security

Update Julian Date on PO or REQ
Update Sequence # on PO or Reqg

Return

Menu Update/Security:

This function lets you control access to menus within the ROM Il system. This is done by
establishing security levels for each menu and category within the system, and by proper setting of
those security levels for individual users. Various options are established throughout this area,
however, theses would have been established prior to implementation and are not to be deviated
by anyone who is not a ROM Il technician. To access this function, double-click this selection, and
the following screen will appear:
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Menu Update/Security Form

enu Search W
Security
Screen Level
4 153 -] =
153 BO1/R0S Journal of Recei 1-]
153 B10 Issues to Use 1-]
153 B12 Buk Sales / Cash Re 1-]
153 B14 Gain/Loss by Invento 1-]
133 B153 Surveys to MWCF 1J
153 B19 Transfers to OSO 1-]
153 B21 Cost of Retail Sales lj =
Return

Menu Update/Create screen

Security Modification:

As previously mentioned the ROM I system allows access to the various menus and options
through security codes. If the operator has not been given the necessary code he/she will not be
able to access that particular area. At the right side of the screen the security level field exists.
Each line is assigned a security level from 1-6. (These security levels will be established prior to
fleet implementation.) The number 1 is the highest security level and will access everything
throughout the system. The higher the number the less access the operator has. By scrolling
each block in the security level field, the numbers can be modified.

Add/Delete Operator:

To add a new operator or delete an existing operator. Click on this selection the Add/Delete
Operator screen will appear:
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Add/Delete Operator

Operator Search

Personal Informatior

operator IDEII:II

First Mame I
Lask Name IManager

Security Level I 1 'I

Add Operator Save Changes

Delete Operator Return
Add/ Delete Operator

From this screen, you can do the following:

* Add a new user to the ROM Il system.
* Delete an existing user from the ROM Il system.

Adding an Operator:

To add a new operator, complete the following:

1. Click on the OPERATOR ID button. Enter a unique identification number for each ROM I
user. (A suggestion is to use the last four digits of operator’s social security number.) TAB to
the next field.

2. Type the user's first name. TAB to the next field.
3. Type the user’s last name. TAB to the next field.

4.  Use the drop-down arrow in the Security Level field to locate and select the appropriate
security level for this user. Note that the security number assigned to the new operator must
reflect the access required performing their job. Refer to the following chart:

Security # Job Description

1. Sales Officer

2. LCPO/LPO

3. Records Keeper
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4, Cash Collection Agent

5. Retail Supervisor

6. Cashier

5.  Click on the Save Changes button.

6. To create a new password for the operator. Refer to the Password section.

Deleting an Operator:

Use the Operator Search drop-down arrow to select the user from the list of ROM Il users. Notice
that the Personal Information box will be populated with this person’s name and user number. Now,
do the following:

1. Click on the Delete Operator button. The following warning box will appear:

Delete Employee
r'ou are about to delete Perzonnel Records faor 2
W agner
Ok | Cancel

Delete Employee Message Box

2. Click on OK. The user is deleted from the ROM Il system and will no longer appear on the list
of users. You are returned to the Add/Delete Operator screen. Note that once the operator
has been deleted you do not have to delete the password.

Create/Change Password:

This function lets you create or change passwords for users of the ROM Il system. To change a
password, click on this selection and the following screen will appear:
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|
T CreatefChange Password

Employee
OId Password |
New Password |

Retype Password |

Confirm

Return |

7

Scroll for the desired
operator.

Enter the Logon ID into the Employee field. There are two ways to do this.
 Type the Logon ID (if you know it), or

* Use the drop-down arrow and select it from the list of Logon IDs. (ALT + down arrow | will
open the drop-down list.)

Enter the new seven-character password and press the TAB key to move to the Retype
Password field. Note that when entering the password asterisks will be displayed vice the
actual letters or numbers. Refer to the following picture:

|
| Create/Change Password

Employee | 1= I

Old Password |*+*++++

New Password [ s e

Retype Password |=.= e o o ke o *|

Confirm Return

WARNING: The new password must be seven characters in length and not currently in
use or ROM Il will reject it.

Enter the new password again (this is for comparison) and press the TAB key to move to the
Confirm Changes button. If you mistype either of these passwords, you will receive the
following message:
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Invalid Password

@ rour Pazzword does not match please retype both paszwords

Invalid Password Message

4. Once you have entered matching new passwords, press the ENTER button. You will receive
a message stating “Password updated successfully.”

5. Position the cursor on OK and press the ENTER button. You are now returned to the
previous screen.

153 Setup Form:

When you migrate from a previous version of the ROM system to this (ROM I1) version, an opening
inventory dollar value must be carried over. A funds brought forward dollar value must be carried
forward as well as any beginning loan balances you may have.

This function allows you to carry forward these values. To access this function, click on this
selection and the following screen will appear:

153 Setup Form [1 time use]

Opening Inventory I

Funds Brought Forward

a7,809.22
DHHW £0.00

Enter the Enter any Enter any
?F‘EHHQEI Fund=s brought beginning Loan
nventory forward Balance
Save | Return |

To add an opening inventory to the ROM Il system, do the following:
1. Enter the opening inventory dollar amount into the Opening Inventory field.

2. Advance to the Funds Brought Forward and enter the dollar amount.
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3. Advance to the Beginning Loan Balance and enter the dollar amount. If there is no current
loan balance leave blank.

4. Click on the Save button.

5. Click on the Return button to return to the previous menu.

Edit Operational Status:

The Operational Status allows the operator to make corrections to the ship’s statuses that were
erroneously made. Click this option and the following screen will appear:

Edit Operational Status

Select a Date 1o Modify:

151447 INPORT LOCAL ﬂ Update Tao

1/2/87 IN PORT LOCAL

143487 IN PORT LOCAL I j
1/4/597 IN PORT LOCAL

1/5/97 IN PORT LOCAL Save Changes |

1/6/57 IN PORT LOCAL
1474597 IN PORT LOCAL

1/8/97 IM PORT LacaL Cancel
1/9/97 IM PORT LacaL
1A0/97 IM PORT LacaL LI
4 M40 Ikl CCmT Lol Return
1. In the left-hand column, highlight the date that you want to make the correction to.
2. Scroll the Update to: field and select the correct choice.
3. Click on the Save Changes button to save changes or click the Cancel button to cancel
altogether.
4, Click on the Return button to return to the previous menu.

File Transfer to Shore Sites:

This option is currently unavailable with the current version of software.

Update Julian Date on PO or REQ:

This option allows the operator to make corrections to Unconfirmed Purchase Orders and/or
Requisitions that have incorrect Julian dates. Click on this selection and the following screen will
appear:
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Change Order Julian Date Form

DOrder Numbe 20532-0057-9731
New Julian Date I

Update Julian Date Return |

49
Use Page Up and Page Down keys to navigate records

» Use the Page Up and the Page Down to locate the Order Number that needs to be modified.

» Once you have located the desired Number, enter the correct Julian date in the New Julian
Date field.

* Click on the Update Julian Date button to make the required change.

» Click on the Return button to return to the previous screen.

Update Sequence Number on PO and/or REQ:

This option allows the operator to make corrections to Unconfirmed Purchase Orders and/or
Requisitions that have incorrect Sequence Numbers. Click on this selection and the following
screen will appear:

Change Drder Sequence Number Form

Order Numbe 0632-0057-9731
New Sequence Number ||

Update Sequence&lumher | Return |

Use Page Up and Page Down keys to navigate records

» Use the Page Up and the Page Down to locate the Order Number that needs to be modified.

» Once you have located the desired Number, enter the correct Sequence Number in the New
Sequence Number field.

» Click on the Update Sequence Number button to make the required change.

» Click on the Return button to return to the previous screen.
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Lookup Tables:

The Lookup Tables function provides the operator with the ability to setup and maintain a variety of
statements that are required on procurement and expenditure documents, as well as maintain and
modify department and categories of ship’s store stock. The information that is created in these
Look-up Tables appear on each of the above-mentioned documents, therefore, it is necessary that
you use caution when adding, deleting, or modifying any of this information. Each of the
statements are referenced in the P-487 Instruction.

To access the Lookup Tables function, click on the Lookup Tables. The following screen will
appear:

Lookup Tables Menu

Authority /Purpose Statements
Mode of Transportation Statements
Purchase Order Statements

Survey Reason Statements
Category Update/Creation
Department Update/Creation

Return

Lookup Tables Menu

Authority Purpose Statements:

This table contains data associated with authority purpose statements used throughout the ROM I
system. A statement must be created in the Authority Purpose Statements table before it can be
selected and used on the appropriate document/s. It is important that this table be as inclusive and
thorough as possible.

To access the Authority Purpose Statements function, click on this option. The following screen will
appear:
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Authonty Purpose Statement Update

ID Statement
1 IN#-‘«‘-:'SUF‘ PUB 487 par 7200, ﬂ

2 INAVSUF‘ PUB 487 par 7311,

4 INAVSUF‘ PUB 487 par 7600,

|
|
| 3 INAVSUF‘ PUB 487 par 7310,
|
|

= INAVSUF‘ PUB 487 par 2205,

Add Statement Save Changes Return

Authority Purpose Statement Update Screen

Adding a Statement:

To add a new statement to the database, click on the Add Statement button. Your cursor will advance to
the first available (blank) line on this screen. Enter the number for the first item and tab to the Statement
field and enter the appropriate statements. Refer to the following table:

*  NAVSUP PUB 487 par 7200.
* NAVSUP PUB 487 par 7311.
* NAVSUP PUB 487 par 7310.
*  NAVSUP PUB 487 par 7600.
* NAVSUP PUB 487 par 2205.

When you are finished adding or modifying statements, click on the Save Changes button. Note that the
statements that are entered must reference the appropriate section in the NAVSUP P-487.

Deleting a Statement:

To delete an entry from this table, click in the column directly to the left of its ID column (There will
be an arrow pointing to the right.) and press the DELETE key. A warning message will inform you
that you are about to delete a record. Click on Yes. The record will be deleted.

Mode of Transportation Statement Update:

This table contains data associated with the modes of transportation that your ship’s store system
uses. A mode of transportation must be created in this table before it can be selected as one of
your Mode of Transportation statements. It is important that this table be as inclusive and thorough
as possible.

To access the Mode of Transportation Statement function, click on this selection. The following
screen will appear:
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Mode of Transportation Statement Update
i1 E] Statement
4 | 1 |M|:u:|e of fransportation statment =
Lo
Add Statement Save Changes Return

Mode of Transportation Statement Update Screen

Adding a Mode of Transportation Statement:

To add a new mode of transportation to the database, click on the Add Statement button. Your
cursor will advance to the first available (blank) line on this screen. Enter the next sequential
number and the desired transportation statement. When you are finished adding or modifying
statements, click on the Save Changes button. Note: This field is limited to 39 alpha-numeric
characters.

Deleting a Mode of Transportation Statement:

To delete an entry from this table, click in the column directly to the left of its ID column (There will
be an arrow pointing to the right.) and press the DELETE key. A warning message will inform you
that you are about to delete a record. Click on Yes. The record will be deleted.

Purchase Order Statements:

This table contains data associated with statements that your ship’s store system uses on
Purchase Orders. A statement must be created in this table before it can be selected as one of
your Statement choices. These statements can be referenced in the NAVSUP P-487. Itis
important that this table be as inclusive and thorough as possible.

To access the Statement Maintenance function, click on this selection. The following screen will
appear:
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ID Number Statements

» -
ICERTIFICATE OF CONFORMAMCE PROCEDURES APPLY,
FAR 52.222-36 AFFIRMATIVE ACTION FOR HANDICAPPED \WORKERS. (APRIL 1934)

[These tobacco products will held as sea stores for issue or consumption outside the three mi
FETURM FOR CREDIT. &ny unsold items may be returned prepaid 1o the vendor for credit me

[Transportation Charges are authorized and should be added to the invoice as a separate iten

K | o

Save Changes Return |

Statement Maintenance Screen

Adding a Statement:

To add a new statement to the database, advance your cursor to the first available (blank) line on
this screen. Enter the next sequential number and your statement. When you are finished adding
your statement, click on the Save Changes button.

Note: Ensure that you use the appropriate statements referenced in the NAVSUP P-487.

Deleting a Statement:

To delete an entry from this table, click in the column directly to the left of its ID column (There will
be an arrow that points to the right.) and press the DELETE key. A warning message will inform you
that you are about to delete a record. Click on Yes. The record will be deleted.

Survey Reason Statements:

This table contains data associated with survey reason statements that your ship’s store system
uses. A survey reason statement must be created in this table before it to be selected as a Survey
Reason. Note that the appropriate survey reason must be referenced from the NAVSUP P-487. It
is important that this table be as inclusive and through as possible.

To access the Survey Reason Statements function, click on this selection. The following screen will
appear:
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Survey Beazon Statement Update

1D Statement
IFire =

2

2 IFIDDd

|
|
I 3 |Mark Down To Zero
|

0]

Add Statement | Save Changes Return

Survey Reason Statement Update Screen

Adding a Statement:

To add a new Survey Reason Statement to the database, click on the Add Statement button. Your
cursor will advance to the first available (blank) line on this screen. Enter the next sequential
number and the desired Survey Reason as referenced in the NAVSUP P-487. Once you have
entered your Survey Reason, click on the Save Changes button.

Deleting a Statement:

To delete an entry from this table, click in the column directly to the left of its ID column (There will
be an arrow that points to the right.) and press the DELETE key. A warning message will inform you
that you are about to delete a record. Click on Yes. The record will be deleted.

Category Update / Creation:

This table contains data associated with the categories of products within your ship’s store system.
A category must be created in this table before it can be selected as one of your category choices.
It is important that this table be as inclusive and thorough as possible.

To access the Categories Update/Creation function, click on this selection. The following screen
will appear:
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Categoriez Form

Category Search Department Search

| j BS -

Category Mame I‘

Create Category | Edit Category Save Changes

Delete Category Return

Category Creation Form

Adding a Category:

To add a new category to the database, complete the following:

Click on the Create Category button.
Enter the new category name into the Category Name field.

Use the drop-down arrow in the Department Search field to select the department to which
this new category will belong.

Click on the Save Changes button. The new category will now be available for use
throughout the ROM Il system.

Editing a Category:

To edit an existing category, do the following:

Click on the Edit Category button.

Make the appropriate change/s. (You can use the drop-down arrow in the Department Search
field to reassign this category to another department.)

When you are finished, click on the Save Changes button. The changes will now be reflected
throughout the ROM Il system.

Deleting a Cateqgory:

To delete an entry from this table, do the following:
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1. Use the drop-down arrow in the Category Search field to locate and select the category.

2. Click on the Delete Category button. A warning message will inform you that you are about to
delete a record.

3. Click on Yes. The record will be deleted.

Department Update / Creation:

This table contains data associated with the departments within your ship’s store system. A
department must be created in this table before it can be used as one of your department choices.
It is important that this table be as inclusive and through as possible.

To access the Departments Update/Creation function, click on this selection. The following screen
will appear:

Department Update

ID Department
» |ﬂ«1| |C|:|nfecticnnsJ Cookies, Crackers, Snack Products

|ﬁ2 IS moking Products

IﬂaB IPre—recDrded MUSIC

|E-3 |5p|:|rt5 Equipment, Athletic Supplies, Footwear

|E-6 |C|:|n5umer Electronics, Appliances, Office Equipment

Add Dept. | Save Changes Return

Department Creation Form

Adding a Department:

To add a new department to the database, click on the Add Dept. button. Your cursor will advance
to the first available (blank) line on this screen. Enter the name of your new department. When you
are finished adding your new department, click on the Save Changes button.

Deleting a Department:

To delete an entry from this table, click in the column directly to the left of its ID column ( There will
be a arrow pointing to the right.) and press the DELETE key. A warning message will inform you that
you are about to delete a record. Click on Yes. The record will be deleted.
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INVENTORY MOVEMENT

From the Inventory Movement option the operator can conduct various tasks. Stock Record Card
maintenance, Receiving stock, Moving stock from one activity to another, Procurement of stock, Expending
stock and using sales history utilize the Smart Re-Order function. From the main menu select the Inventory
Movement option and the following screen will appear:

Inventory Movement Menu

Orders

Receipts
Breakouts
Expenditures
Stock Record Card
Smart Reorder

Return

The Inventory Movement option has six options each will have its own section dedicated to it.

Stock Record Card:

A stock record card exists for each article in your inventory database. The stock record cards contain SKU
numbers, pricing and categorical information. This function lets you create new stock record cards and
modify existing ones.

To access this function, double-click on this selection, and the following menu will appear:
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Stock Record Card

-|ﬁ3«rticle Search |

~|Vend0r Mame |

j Y¥endor Form |

Assign UPC's New Article Edit Article Save Changes |
Department || 'l
Categary I j Stock Activity | Save Wew Article Delete Article Return |
Article Mo I j Print Barcodes
-|ﬁ3«rticle Deﬂnitionl *|Categnrizing'
Article Mo Description
I i Department | j
Cateqary | =l

%rticle Pricing |
Retail Price I £0.00

Dept, Markup % I
Prev Retail Price I £0.00

Current Cost I £0.0000
Awerage Cost I £0,0000
Last Cost I £0,0000

|Additi0na| Information|

"E" if Emblermatic

Iin

Store Mo Article Mo

Stock Quarntity

9500 | |

Adding a New Atrticle:

To create a stock record for a new article, do the following:

Max

Case Pack Quantity I 1

Casze Pack Sub Quant

11

Re-Order Units E
Re-Crder Level
Sell Level

Sell Units E&

ST

1. Click on the New Article button. The system will search for the next available Article number, and the

following dialog box will appear:

Mew Article Humber

960000102 iz the next zuggested article number.
Would pou fike to uze it for pour new article?

2. To accept the suggested Article number, click on the Yes button. Or click on No if you must enter
your own Article number. In most cases the items already has a stock number or SKU assigned to it.
In these cases enter the assigned number vice using the system generated number.
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10.

11.

12.

13.

14.

15.

16.

Type in a description of the new article. Note: THE SYSTEM WILL NOT ALLOW YOU TO ENTER
COMMAS.

Use the drop-down arrow in the Department field to locate and select the department to which this
article will be assigned.

Use the drop-down arrow in the Category field to locate and select the category to which this article
will be assigned.

Enter “E” if the item is an emblematic item. Leave blank if not.
Enter the minimum on hand number in the Min field. This step is optional.
Enter the maximum on hand number in the Max field. This step is optional.

Enter the case pack quantity in the Case Pack Quantity field. Note for items that have a unit
conversion such as sodas and cigarettes, ensure that the case pack is listed a one.

Enter the case sub-pack quantity in the Case Sub-Pack Quantity field. Note for items that have a unit
conversion such as sodas and cigarettes, ensure that the case pack is listed as the number of selling
units that are in the carton or case. I.E. cigarettes come ten to a carton so the sub pack will be listed

as ten.

Enter the Re-Order Units in the Re-Order Units field. This is how the item is ordered. |.E. Each.
The Re-Order level is established via the Smart Re-Order function.

The Sell level is established via the Smart Re-Order function.

Enter the Sell Units in the Sell Units field. This is how the item is sold. I.E. each, pack etc.
Enter the Cost Price in the Cost Price field.

Enter the Retail Price in the Retail Price field or let the system do it for you. Refer to the following
figure:
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Hobby Ttems, Garme
(2B STUFFED AMIN

| 0
| 0
=
|
|
[ eax]

17.  Scroll the Vendor Name field and click on the appropriate vendor. Note: If the vendor does not exists
in the database, use the Dummy Vendor or Unassigned Vendor.

37
Updated 20 December 2000
Version 00.03E



Stock Record Card

*|Article Search |

Assign UPEs | HEwr Article | Edit; Article | Save Changes |
Department 'I
Category —;[ Stock Activity | Save New Article | Delete Article | Return |
Article Mo I 'I Print Barcodes | Cancel |
«IArticIe Deﬁnitionl Categorizing|
Article Mo |3D416EIDD43 Description [Teddy Bear with ships crest

Department [Hobby Items, Game -

J

Category |(C6) STUFFED ANIM ~

wendor Mame |

| j Yendor Form |

C. LLOYD JOHNSOMN COMPANY, INC, 97-D-0065 -] | [ e

. LLOYD JOHNSON COMPANY, TNC. 98-0-0009 I P

. LLOYD JOHNSON COMPANY, TNC. 95-D-MN306

COMSAT MOBILE COMMUNICATIONS 50274 $12, 2000

Dun \dor Looo R "E" if Emblematic

ECI SYSTEMS 8 ENGINEERING 00-D-0055 $0.0000 o
JEURPAC WAREHOUSE SALES INC. 99-0-0065
JLINDSAY PHILLIPS MARKETING (LP 50059 - Ma

Caze Pack Quantity
Case Pack Sub Quant
Re-Order Units

m
-

Re-Order Level

Sell Level

(e

Sell Units E& x

Stock Record Card

*|Artic|e Search |
Department - I

Category - I
Arficle Mo I < I

«Iﬁrticle Definition|

Article Mo |3D416EIDD43 Description |Te

-|Vend0r Marme|

|Dummy Yendor

-|ﬂrtic|e Pricing|
Retail Price I £14.05

Dept. Markup % I 15.00%
Prey Retail Price I £0.00

Assign UPEs | New Article | Edit: Article | Save Changes |
Stock Acivity | Save New Article | Delete Article | Return |
Print: Barcodes | Cancel |

I cateqorizing

Please select the Denartrent o T o
appropriate coniract epartrment [Hobby Trers, Garne -]

| humber for this article. Category |(c5) STIUFFED AMIN -I

|Add itioral Inhformation

Continue

"E" if Ernbilematic

Last Cost I £0.0000 .
I4in

Store No Article Mo Stock Quantity

-

BET

Case Pack Quantity

Case Pack Sub Quant

m

Re-Order Units

m
-
4

Re-Order Level

Sall Level

|

Sell Units

m
-
4
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Please select the
appropriate confract

Continue

tock Hecord Lard

Jartice Search|

Department ﬁ
Categary Iﬁ
Article Mo Iﬁ

Assign UPE's | News Article | Edit Article | Save Changes |

Stock Activity | Save New Article | Delete Article | Retirn |

PrintBarcodes | Cancel |

-|Artic le Definition |

Article No |304 1600043

Description |Teddy Bear with ships crest

*ICategDrizing '
Departrment IHDbb\,r Items, Game 'I
Cateqory |(C6) STURFED ANIN -

-|Vend0r Marme|

j Yendor Form |

|Additiona| Infaor mation

-|Artic le Pricing|
Retail Price I $14.05

Dept, Markup % I 15,00%

Prev Retail Price I £0.00

Current Cost I £12,2000
Average Cost I 12,2000
"E" if Emblermatic
Last Cost I $0.0000 _
Iir

Store Mo Article Mo

Stock Quantity e

I3

Case Pack Quantity

i

Case Pack Sub Quant
Re-Order Lnits Ea T

Re-Order Level I

Sall Level

l—
Sell Units I E& 'I

18. When you are finished, click on the Save New Article button. The system will display a message

block requesting if you want to add the new article to a non-confirmed inventory count sheet. Click NO

is Recommended.
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Stock Record Card k

- I
priticle e Assign UPC's | New Article | Edit Article | Save Changes |
Department = I
Category —;[ Stock Activity | Save News Article | Delete Article | Return |
Article Mo W Print Barcodes | Cancel |
«Iﬁrticle Deﬂnitionl *ICategDriz ing|
Article Mo |3D416EIDD43 Description [Teddy Bear with ships crest
Departrment IHDbby Iterns, Game 'I
~|\.I'Endgr Matne | Categary I(Cﬁ) STUFFED AMNIN 'l
|Dummy Yendor d Vendor Form |
~|ﬂrticle Pricing| |Add itional Infor mation
Retail Price I £14.05 Current Cost I $12.2000
Dept, Markup % I 15.00% Average Cost I $12,2000
"E" if Ernblermatic I E
Prev Retail Price I £0.00 Last Cost I £0.0000 _
Tl I—D
Store Mo Article Mo Stock Quantity 1= Tl I—D
EE FURiEaE g Case Pack Quantity | 1
i FUAEIITEE o Case Pack Sub Quant I 1
9700 2041600043 u] Re-Order Units Eh -
Q200 2041600043 u] Re-Ordar Lavel I—
Sell Level I
| Sell Units [~ EA <]

19. Click on the Return button to return to previous screen.

Deleting an Article
To delete a stock record for an existing article, do the following:

Hint: There should not be any significant reason to delete a stock record card, however use
caution if you do. Stock record cards with a balance can not be deleted.

1. Use the drop-down arrow in the Department field to locate and select the department to which the
article is assigned.

2. Use the drop-down arrow in the Category field to locate and select the category to which the article is
assigned.

3. Use the drop-down arrow in the Article Number field to locate and select the item that you wish to
delete.

4. Click on the Delete Article button. The following dialog box will appear:
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Delete Aricle

rou are about to delete Article Aumber
0500000056,

Cancel |

Delete Article dialog box

5. Either click on OK to delete the item or click on Cancel. If you click on OK, the article is deleted from
the inventory database.

6. Click on the Return button.
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INVENTORY MOVEMENT

From the Inventory Movement option the operator can conduct various tasks. Stock Record Card
maintenance, Receiving stock, Moving stock from one activity to another, Procurement of stock,
Expending stock and using sales history utilize the Smart Re-Order function. From the main menu
select the Inventory Movement option and the following screen will appear:

Inventory Movement Menu

Orders

Receipts
Breakouts
Expenditures
Stock Record Card
Smart Reorder

Return

The Inventory Movement option has six options each will have its own section dedicated to
it.

Orders:

This function allows you to create, view, edit, print and account for various kinds of orders or
requisitions, including:

» Purchase orders
» 0SO Requisitions
»  Other appropriations

From the Orders option, the operator has various other options to choose from. These choices
include creating, viewing and modifying various procurement documents.
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Create Purchase Orders (ASL/ACB)
ViewlPrintl?dit Purchase Orders (ASLfACB)

All Other Purchase Orders

Create Requisitions 050

View/Print/Edit Requisitions OS50

Create Requisitions Other Appropriations
View/Print/Edit Requisitions Other Appropriations
Cancel Order Form

Return

Orders Main Menu

Create Purchase Orders (ASL/ACB):

This function allows you to create purchase orders. To access this function, double-click this option
and the following screen will appear:

Urder Heport

Order Order Seling  Selling  Article

Dept.  Categary SKU# Description Contract Mumber — Stock gy, Unit Gy, Unit Cost  Order
JE] =] =] I O I I I
Update ASL/ACB Select All Create PO
Return
Delete Current De-Select All Stock Record

Purchase Order ordering screen

From this screen the operator can select items to be ordered from a commercial vendor.
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To create a purchase order, you must first select the items that you want to order, and then create
the purchase order. Complete the following steps:

1. Click on the drop-down arrow in the Dept. field and select the type of item or if you know what

the SKU# is just enter it in the SKU# field.

Depk. ategory #

Order Crder Seling  Seling  Article

Description Conkract Mumber Stock. Qby, Unit Obv. Unik Cost Order
ML || = | I e i e =
Al Confections, Cookies, Cracker &
az Smoking Products = You can use the drop down
a8 Pre-recorded Music — bozes to scroll and select
B3 Sparts Equipment, Athlatic Suj the department for the
B Consumer Electronics, Applian item. If Hals know wha{: the
BS Mugs and Ashtrays, Flowers SKU_numher 1= fDr-thE =
! ! it 1= faster to =imply
k& ialets, Luggage, Leather Go enter it in the SKI# fisld.
2 Stationery Supplies, Books " =

2.

Click on the drop-down arrow in the Category field and select the category of the item. If you

know what the SKU number is enter it in the SKU# field.

Order Report

Crder Order Seling  Seling  Article

Dept,  Cate SKL# Description Conkract Humber Stock by, Lnit kY. Urit Cost  Order
{_E.';'-"—V——m___\ Qby by
I = BN =1 | e of [ T | 3
* T (A1) CANDY & = =
| ,L‘ (A1) CHIP _| \\ Jl | | | | | | | i
(A1) COOKIE Scroll and =elect the desired category for the
(A1) COLGH DF item. Once again note that if you know what
(A1) CRACKER the SKU number is vou can just enter it in the
(A1) DIP SKEU# field. This will spesd up the ordering
(A1) GUM process .
HAliNUTS =

3.

enter the SKU in the field.

Order Report

Click on the drop-down arrow in the SKU # field and select the specific item or you can just

Crder Order Seling  Seling  Article

Dept,  Category ;&ﬂﬁh\ Description Contract Mumber Skock Oby,  Unik Oy, nik Cost  Order
Flet Z[atcanor <01 ] | o] o | | E
* = _i ARTICLE ‘[DESCR [COMTR._MEBR -

0500000191 (A1) CAMDY LEAF 1.4 OZ HEALTH CRIGIMAL MNO0159-97-D-0099 |
Scroll and 0500000195 (A1) CAMDY HERSHEY FOODS CORPORATION 5.3 OZ KISSES MNO0159-97-D-0099 ~
c=lect the SET 0500000195 KISSES NO0159-597-D-0099
or manually 0500000196 (&1) CANDY HERSHEY FOODS CORPORATION MILK CHOCOLATE MO0159-97-0-0099
enter the SEKEI 0500000195 (&1) CANDY HERSHEY FOODS CORPORATION MILK CHOCOLATE WALMOND NOD15§9-97-D-0099
nunber . 0500000200 (&1) CANDY HERSHEY FOODS CORPORATION MR GOODBAR MO0159-97-0-0099
0o0ooz0z (a1} CANDY HERSHEY FOODS CORPORATION KRACKEL MO0159-97-D-0099 *

44
Updated 21 December 2000
Version 00.03E



4. Once you do this, the desription, contract number, stock level on hand and the cost of the item
will be populated by default. Refer to the following figure:

Order Order Seling  Seling  Atticle

Depk,  Category Skl Description Conkract Muriber Stock Qb Unit Oy, Uit Cost Order
Fllar =Jfmncanoy <] 1) canpy M&MIM_@{ o[ Ea | [ f90.3300_ %
*L =l =l =] v I I 4

- : Current guantity
LESCTpAaT B Eae on hand in BULK
Cont;‘act or SSAC for Cummeat cost medce
the iten Dased off based off of ASL/ACE

5. Click on the Order Amount field and enter the quantity that you want to order.

Hint: This block is automatically populated with a zero, highlight the zero with your mouse
and enter the quantity that you desire to order. Always ensure that you review your
quantities prior to executing create purchase order option.

Order Order  Seling  Seling  Article

Dept.  Category SKLI# Description Cantract Mumber Stock Qby,  Unit Qby, Unit Cost  Crder
1 lfaycanoy  -][psoo0o03ss - [{AL) CANDY MesjMAR [HNOD189-85-D-006L | IEDEN I [30za00 F
L=l =] =] | L1 T | I =

The amount of 330 was ordered.

After you have entered the quantity that you want to order and press the Enter button the system
will automatically determine the case pack validity. If the case pack is correct based off of
ASL/ACB the system will allow you to continue with the next item. If the case pack differs from
ASL/ACB you will get the following message:

Order Ovder Selling  Seling  Article

Dept,  Categaory SkL# Description Contract Mumber  Stock Qby.  Unik Qty.  Unit Cost  Owder
5 (a1 [=[Jiat) canoy  ~|[0500000393 | (A1) CANDY MaMiMAR [MOOL83-59-D-0061 of z30[ E& | | $0.3300 =
I = =] | [ o

Case Pack

Click on the
Ho buttonm if
wvou want to

Click on the Yes
button if you want

the system to The amount entered iz not a valid Case Pack amount. Would vou like

genrerate the the system to detemiine the clozest casepack amaount:? keep the

close=st case pack qunatities

gquantity. that you
entered .

If you let the system to determine the case pack it will place the new quantity in the field by default.
Refer to the following figure:
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Crder Order Seling  Seling  Atticle

Depk,  Category Skl Descripkion Contract Mumber Stock Oy, Unib Qb Unik Cost Crder
[a1 [=]fiat) canpy  ~|[05000003%3 | [(AL) CANDY MEM{MAR [oo153-53-0-0061 | 0§ sed) EA | f | #0.3800 ]
4| =1l =] 1 1 T | R u

Svﬁfgﬁpautomatically enters the new gquantity
once prompted to do =so.

The article cost field is populated by default. This information is based on ASL/ ACB information

6. Continue this process until you have selected all items that you wish to order.

» Activate the Order check box (at the far-right side of the line) to indicate that this item is to
be placed onto the purchase order. OR

» Click on the Select All button. This flags all of the items for inclusion.
7. Once you have selected all of the items that you need to order (ensure that you have
activated the appropriate Order check boxes), click on the Create PO button.

ROM Il will scan your purchasing worksheet and determine how many purchase orders are
required for this order. A message box similar to the following will appear:

Crder Order Seling 3Seling  Article

Dept,  Cakegory SKU# Description Contrack Mumnber Skock by, Unit by, Unit Cost  Order
[+1 =lfatycanpy [ ][psooooozss -] [(aty cAnDy mamimaR [nooies-gs-D-ooe1 [ o | aad [ EA d | P gnasnn ¥
M= =l =l | | I A L

|

Create Purchase Orders Cnce wou have
clicked on the
create PO button
the systemn will
automatically
color the Selling
Oty and Selling
Unit field
yvellow. This 1=
what wou hawve
ordered and

This will create
one purchase
order for the
iten ordered.
If there wers
zeveral items
with multiple
pursha=e orders
then the sy=tem
would calculate [

based cff of . g T
contracts and Click yes to Cltck no ;D indicates any
SSAC listings continue. Teturn an conversion
EE. correct any izsues.
discrepancies .

Hint: ROM will automatically determine how many Purchase Order Numbers to create
based on what you order. Order what you need and let ROM worry about creating the
Purchase Orders Numbers.

8. Click on Yes to create the purchase orders. The Purchase Order Creation Status screen will
appear.
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Purchase Drder Creation Status

Purchase Order#  Contract # Vendor ID
AL 4-9708 MUU1 89-99-0-0061 | 99-0-U06]

/

The next awailable PO was
generated. Double click on
this PO and the system will
shortcut you to the Views
Edit~ Print Purchase Order
option.

Status Finished

Return

Purchase Order Creation Status Screen

This screen displays the newly created purchase order number(s).

Hint: Click on any of the newly created Purchase Order numbers and you will go
directly to the Orders Updating and Management screen. From this screen you can
edit, confirm or delete a non-confirmed order. You can also access purchase orders
from the View Edit Print Purchase Orders ASL/ACB option. Refer to page 57.

HOW TO MAKE CORRECTIONS TO THE ORDER REPORT FORM
PRIOR TO CREATING THE PURCHASE ORDER:

At times the contract number, cost price or unit of issue that is extracted from the ASL/ACB may be
incorrect. These errors can be corrected by utilizing the Update ASL/ACB button. The following
are some common examples:

From the Order Report Screen enter the items intended to order. For our example we will be
ordering the following items from Eurpac Warehouse Sales Inc. Contract Number N00189-99-D-
0065.

1. 0111204170  PEN MSP-21 BIC 12 47

2. 1100000285 TOOTHPASE COLGATE REG 48 1.64

3. 1100000932  DEOD. AP FRESH SCENT 48 1.59

4, 1100000978  DEOD. SPEED STICK REG 48 1.59

5. 1100000997  DEOD. AP SPORT TALC 48 1.59
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6. 1100005262 DEOD. SPEED STK CLEAR OCEAN 48 1.59

7. 5500001920 UNDERWEAR XLG FRUIT LOOM 36 4.98
8. 5500001919  UNDERWEAR LG FRUIT LOOM 36 4.98
9. 8700003388  WATER GRAYSON 50 6.00

Order Order Seling  Selling  Article

Depk.  Category Sk Descripkion Conkrack Murmber Stock  Qky,  Unit Qky.  Unit Cost Order
[z =lficzipen  ~[fo1t1z04170 [~ [[ic2)PEN MSP-21 BIC C [WOdi1Es-99-0-0085 [ o 12][ PE | [ [ #0430 F
Pt =lfioti 1o0THPA ~ [ [1100000285 |~ [[{D1) TOOTHPASTE Col [wodigs-o9-b-0es [ o 4a/[ EA | [ | sreson B
[t =it} bECDORA » [ [1100000932 - [[{D1) DECDORANT CoL [WodiEs-93-0-0065 [ o 48[ EA | [ [ 15800 F
Pt _|fiot) bECDORA > [[1100000978 |~ [[D1) DEODORANT CoL [odigs-o9-b-00es [ o 4s/[ EA | [ | $r5800 B
[t =it} bECDORA » [ [1100000957 [~ [[{Di) DECDORANT CoL [WodiEs-99-0-0085 [ o 48[ EA | [ [ 15800 F
Pt _|fiot) bECDORA > [[1100005262 |~ [[{D1) DEODORANT CoL [odigs-o9-b-oes [ o 48[ CS | [ [ $r5800 B
[z =1|E2) UNDERWE ~ | [5500001920 |~ [[{E2) UNDERWEAR BWD [WOD183-99-D-0065 | o 3s[ PK | [ | #9800
Ez |2y unperwe » | [s500001919 [~ [[{E2) UNDERWEAR BWD [WoD189-09-D-006s [ o =s[ PK | [ ] 9800
ke =lfikywater - |[a7o0003385 |~ [[ike) waATER GRAYSON [NOD140-67D-235 [ o s0[CN | [ | #$e.0000 F
45| =l I | I [ T [ =
Update ASLfACB Select All Create PO
Delete Current De-Select All Stock Record BEtu a

After entering the above information we can see that there are a number of discrepancies between
the vendor worksheet and the ASL/ACB that need to be corrected prior to creating the Purchase
order.

Items 1100005262, 5500001919 and 8700003388 have unit of issue conversion problems that
require maintenance. Item 8700003388 has an incorrect contract number and item
0111204170 has an incorrect cost price.
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Order Report

Crder Order Seling  Seling  Article

Dept,  Category SkL# Description Contract Mumber  Stock Qby.  Unit Qbty.  Unit Cost  Order
|cz ~[ficzipen  ~[fo111z04170 [~ |[iczypEM Mep-21 BIC C [nodigs-ge-D-noes [ o[ 1z[[ PK | [ { s0.4300> &
bt - [fipty TooTHPA - [fi100000285 - [ [fD1) TOOTHPASTE Col [nodigs-9e-D-0oss [ o[ +a[ EA | [ FLeann] B
[pt - [fiptypEcDoRs x| fi100000932 |~ | [D1) DEODORANT oL [wodigs-g-D-ooss [ o[ 4s][ EA | [ | stsooq B
bt - [fiptypECDOR - [[1100000578 - [ [fD1) DECDORANT COL [nodi8s-99-D-00ss [ o +a[ EA | [ | st5o0dq B
[pt - [fiotypEcDoRs x| [1100000997 |~ | [D1) DEODORANT oL [wodigs-ge-D-ooss [ o[ 4s][ EA | [ | st500d B
bt - [fiptypEoDORA - [f1100005262 - | [fD1) DEODORANT COL [NO3159-59-D-00865 | 0 WW@ $1.5000 B
[z - [fE2y unoErive x| [s500001920 |~ | [fE2) UNDERWEAR BVD [N00189-99-D-0085 | o[ =&[PE | |—|>$4.980 i
[z - [fE2y UNDERWE - | [5500001919 |~ | [fE2) UNDERWEAR BYD [NOD183-99-D-0065 [ 0 WWM} $4.9800 B
k¢ =fikaywater -|[prooonzies o] K4 WATER GRAVSONJUODMOSTDNZEEF 0| sofON | | 7P gewonp =
4 || =l =] A ] o i i v E
.
Incorrect Eg:nt;ersicm igg?rre':t
Contract Errors price
Update ASLSACE Select All Create PO
Delete Current De-Select All Stock Record BEtu i

Each of these items can be easily corrected. Click on the Update ASL/ ACB button and the
following screen will appear:

Edit Article Contract Number

Stock # Degcription

pocl =l

Current Mew
Contract # | | |
Aticle Cost | |
Re-Ordear Uit | | ]
Selling Lnit | | ]
Urit Canwersion Factar | |
Cagze Pack Gty | |
Return

The first item we will correct is item 0111204170. Enter the SKU number in the Stock # field and
press the Enter button. The item information from ASL/ ACB will appear. This process will take a
few moments to process so be patient.
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Edit Article Contract Humber

Stock # Dezcriptian
|D1112D41?U j |MEDIUM POIMT, COLORS: BLUE & BLACK [2F

Current MNew
Contract # Im
Article Cost [s043
Re-Order Unit IF'K
Selling Urit IF'K

|Jrit Canversion Factar I'I

Caze Pack Oty I'I 2

Change Return

In the New column in the Article Cost field, change the .43 to reflect .47.

Edit Article Contract Number

Stock # Degcription
|U1112D41 70 J |MEDIUM POIMT, COLORS: BLUE &BLACK [2P

Current Mew

Caontract # INDD'I 89-33-D-0065 INDD'I 83-33-D-0065 j
Aticle Cost |$D.43 q:lj—)
Re-Order Unit IF'K IF'K j
Selling Unit IF'K IF'K d
Unit Conversion Factor |1 |1
Caze Pack Dy, |1 2 |1 2

Change Return

Click on the Change button.
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Edit Article Contract Number
Stock # Degcription
WEEESEEER -] [MECIUM POINT, COLORS: BLUE &BLACK (2F
Current Mew
Contract # |NDD1 33-35-0-0065 |NDD1 33-35-0-0065 j
Article Cost 047 047
Re-Order Unit |F'K |F'K j
Selling Unit |F'K |F'K \ j
Unit Conversion Factor |1 |1 \
Caze Pack Dy, |1 2 |1 2
The co=st
price i= the
=zame in both
Return fields.

The ASL/ACB has been updated with the correct cost price. Click on the Return button and you
will be returned to the Order Report Form.

Order Report K

Crder Crder Seling  Seling  Article

Dept,  Category Sk Description Contract Mumber Stock Qby, Unit Qb Lt Cost Order
[c2 =]Jicz) Pen ~l|ot11zo4170 > | [iczy PEn mep-z1 BIC C [Mo0izs-29-D-00es [ o[ 12[[ FK | [ w
[b1 = ]fo1) TooTHRA = [1100000285 |~ | [{D1) TOOTHPASTE Col [NOO1&9-69-D-0065 | o| 4a|Ea | [ [ 16400 [
[o1 =]f01) pEODORA - 1100000932 |~ | [{D1) DEODORANT coL [wooigs-oo-D-ooes | o 48[ EA | [ [ 15000 =
[o1 =[f01) DEODORA - 1100000978 |~ | [D1) DECDORANT coL [wooigs-oo-D-ooes [ o 48 [ EA | [ [ 15000 =
[pr = [fo1) pEODORA £ 1100000997 |- [ [iD1)DECDORANT coL [noolgs-99-D-006s [ o0 48 [ EA | [ [ 15000 [
[p1 -[fb1) pEODORA - [ (1100005262 - | [{D1) DEODORANT cOL [O0189-99-D-0065 [ 0 48[ C5 | | [ s1.50m0 R
[E2 = ][E2) unDERWE = [ jsS00001920 |~ | [{E2) UNDERWEAR BWD [NO0183-99-D-0065 | o| 3| PE | [ [ 49800 [
[E2 = |[E2) unDERWE = [ JSS00001919 |~ | [{E2) UNDERWEAR BvD [NO0183-99-D-0065 | o| 3| PE | [ [ #9800 [
[+ = |fkeyweatER -] J5700003388 |- | [y waTER GRAvSON [woo140-97-D-ne3s [ o S0 [EN | [ [ $e.0000 =
ML= =l =] | I | | u

From the Order Report Form you can see that the corrected cost price has been automatically
updated.

The next item that will be corrected is 8700003388. This item has an incorrect contract number
and the unit of issue for this item is not correct. The item is ordered by the case and sold by the
can. The system is not converting the number of cases to cans. Click on the Update ASL/ACB
button and enter the SKU 8700003388 in the Stock # field and press the enter button.
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Edit Article Contract Mumber

Stock # Drescription
2700003383 - |GH.~’-‘-.YS|:IN MOUMTAIN
Current MNew

Contract # MO0140-97-0-M 235 001 40-97-D
Auticle Cost |$s.uu |$s.00
Fie-Order Unit |CN qEPi)) j
Selling Unit |EIN |EN j
Lipit Coreersion Factor |'| |1
Case Pack Gy, |24 |24

Change Return

Scroll and select the correct contract in the New Contract # field.

Edit Article Contract Number Edit Article Contract Number
Stack # D escription Stock # Description
g700003388 - |GHAY5E|N FOUMTAIN 5700003385 - |GF|AYSDN FOUMTAIN
Current Mew Current Mew

Contract # N00140-97-D-M235 N 00140-97-0-M 235 Contract # H00140-97-D-M235 3-0-0065
Article Cost $6.00 l'-l Iz'l;'l‘l 40-97- . Article Cost |$B.EIEI
Re-Order Urit CH Egg:} ggggg EDS'IDI? o Re-Order Unit |CN
Seling Linit o A Seling Linit B
NO0183-00-0-0055
Unit Corwersion Factar |1 k20 29-00-0 0056 Unit Corwersion Factor |1 |'I
Case Pack Oy, |24 |24 / Caze Pack Oty |24 |24
Scroll and
sglect
Change Return cdrrect Change Return
contract #.

Scroll and select CS in the Re-Order unit field.
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Edit Article Contract Number

Stock # Dezcription
IB?DDDDEEBB J IGHAYSDN FOLUMTAIN
Current MNew
Contract # INDD1 40-97-D-N235 INEIEH £9-39-D-0085 j
Auticle Cost |$s.uu |$s.00
Fie-Order Unit ICN -
Selling Lnit ICN 0
Cs
Unit Comversion Factar I'I CTH
Ed
Caze Pack Oty |24 JR
PG
Change | Return

The system will prompt the user to enter the conversion quantity. Refer to the following message:

Edit Article Contract Humber

-

Stock # Dezcription
IB?DDDDSSBB j IGHAYSDN MOUMNTAIM
MaxPoint POS System
Coniact # Fleaze provide a unit conversion quantity, fI0e ]
Article Cost
Re-Order Un ﬂ
Selling Unit e o |
Unit Conversion Factor |1 |1
Caze Pack Ohy. |24 |1
Change Return

Click on the OK button and enter 24 in the Case Pack Qty field.
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Edit Article Contract Number

Stock # Degcription
IS?DDDDBESB j |I3F|m’SEIN MO TAIN

Current Mew

Contract # INUm 40-37-D-M235 INUm 23-353-D-0065 j
Auticle Cost |$s.00 |$s.00
Re-Order Unit IEN IES j
Selling Unit IEN IEN j
LIrit Corversion Factor |1 |1
Case Pack Qty. |24 @

Change | Return |

Once you have entered the Case Pack Qty, click on the Change button.

Edit Article Contract Mumber

Stock # Drescription
j |GFE.~’-‘-.YSDN MOUMTAIN

Current MNew

Contract # INDD‘I 89-99-0-0065 w,:'
Aticle Cost |$E.DD |$E.DD
Re-Order Urit ICS (IES_) j
Selling Unit ICN IEN J
Unit Conversion Factor |1 |1
Case Pack Oty |24 @

Change | Return |

Both the Current and the New fields should be populated with the correct information. Click on the
Return button.
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Order Report

Order Order Seling  Seling  Article
Depk.  Categary SkL# Description Conkrack Murmber Stock  Qby,  Unit Oy, Unit Caost Crdar

[z =[JiczPen =ljoi11z04170 - |[ic2) PEN MSP-21 BIC rioa189-95-D-0065 | u| 12][ P | | | $0.4700 £
o1 = [Jioty TooTHPA [ 1100000285 [+ | [iD1) TOOTHRASTE COl rio0189-93-0-0065 | u| 48' [ | | | §1.6400 [

[pt =[}io1y pEODORA 7 [[t100000932 [~ | [(D1) DEODORANT COL [ND0L83-99-D-0065 43 [ E& | [ [ ssm E
jp1 =[JiotyoEcDoRA - [[t100000978 - | [(B1) DEODORANT CoL [NO01E3-95-D-0065 45 [ EA | [ [ #1500 £
[p1 1oty pEopore =] [i100000997 |- [{1) DECDORANT COL [No0igS-6e-D-ooes | 0| 48] EA | | | §t.5e00
[o1 [ ||1) pEODORA = [|1100005262 |~ | [fD1j DECDORANT CoL uoniga-oe-0-0065 [ o[ 48[ | [ [essm B

[E2 = []iE2) UNDERWE ~ [ |sso0001920 - [[(E2) UNDERWEAR. EBVD rioa189-95-D-0065 | u| 36| PE. | | | $4.9800 =

(=]

=1

[E2 = [JiE2) UnpERwE ~ [ |s500001918 - [ [(E2) UNDERWEAR. BVD rio0189-93-0-0065 | u| 36 [ PE| | $4.9800 FE
k4 = Jika1water [+ |s7ooo03zss [« | [ wWATER aravsonfmes-ssD-oes D o[ so( €5 T [T se.00m &
ML =l S| | I N

The Order Report form is automatically updated with the correct Contract and with correct
conversion information as indicated in yellow. The order was for 50 cases and the correct
conversion is for the number of cases times the number of cans/ bottles per case. In the above
example 50 cases times 24 cans/ bottles is equal to 1200. 1200 is the selling units and will be the
number that posts to the stock record card once received. 24 is divided into $6.00 to give the
coversion cost price for this item and should be reflected as so on the stock record card at .25.

NOTE: THE SAME PROCEDURE WILL BE USED TO CORRECT THE REMAINING
DISCREPANCIES FROM OUR EXAMPLE.

55
Updated 21 December 2000
Version 00.03E



View/ Print/ Edit and Confirming a Purchase Order:

You can access this screen one of two ways. The first and quickest is to double-click on the

Purchase Order number when you initially create it and the second way is to select from the View
Print Edit Purchase Orders ASL/ACB option.

Orders Updating and Management
O

Print DD-1155 Delete Order
24000-0314-9708 =
L‘i\_t:ll:l‘(\.rlew Line Ttems? Confirm Order Return |
|Or’der Inforation — ——— Click on the Add~s View line items button.
Order %lmber 000-0314-9708 Date of Order lm Order Corfirmed ™
—Icunh'attfpayment Inﬁj}rqat\on i
Conftractor Administer By Payrnent UIC
po-D-moe1 [COMNBYAIRLANT NEDI5L
MO0189-09-D-0061 Morfalk, Virginia DEFEMSE FINANCE & ACCOUNTING SERVICE
LLOYDS INTERMNATIONAL SUPPLIERS 23511 MORFOLE OPERATION LOCATION, CODE FPYE
[3021 HAMPTON BLYD, Ensure that the correct 0712 VIRGINIA AVENLE
NORFOLK, W4 23505 g;ll";lc‘jgg Order has besn MORFOLK, Y4 23511-3207
(G000 446-B089/(757) 423-2852

ﬂDeIivery Information/Staterments i

—— Delivery FOB| | Statement 1 [FAST PaY PROCEDUR =

Delivery to FOB
' & Destination Statement 2 =
Discount Terms [MET 30 DAYS ~ Other . =

Reference Comrment

Shin Ta Infior mation |

Issuied By Ship To

SALES OFFICER SALES OFFICER Ships address | =
USS Classroom CYh-90 USS Classroom CWN-90 & PierSide Address
H.0.B Horfolk BIER fHaiil: © FPO address

9. From this screen we need to enter all of the pertinent information such as the delivery date
and all statements that are required.

Note: If the VENDOR information requires modification you can do this in any of the White
blocks under the Contractor field.

From this screen the operator can:
» Edit the Purchase Order by entering the required information.
* Delivery to FOB
» Allrequired statements
»  Ships Address
* Add/ Delete merchandise on the same contract.
»  Confirm the Purchase Order when ready.

* Delete the Purchase Order ( Only if the PO has not been previously confirmed)
Print the Purchase Order.

Hint: If the Purchase Order has been confirmed and the merchandise has not been received

you can cancel the order from the Cancel Order form. The Cancel Order form is located in
the Orders main menu option.
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ORDER FOR SUPPLIES OR SERVICES DD-1155

RECEIVE HUMBER

CONFIRMED

CERTIFIED FOR
HATIOHAL

1. (PURCHASE ORDER HO.)
r001 39-23-0-0081

2. DELIVERY ORDER HO

3.DATE OF ORDER
11-Jan400

4.REQUISITION f ORDER HO

R20993-0011-97357

DEFEHSE UNDMS
REG 100

6. ISSUED BY | Rr20393
=SS Carl Vinson CWM-F0

T.ADMHISTERED B

&. DELIVERY FO

] D estination
FPO AP 96623-2840
|:|0ther
9. CONTRACTOR  39-C-00F 10. Delivery to FOB Point By (DATE) 11.MARK IF
26-Jane0i BUSIHESS
Mameand LLO¥DS INTERMATIOMAL SUPPUERS 2 Clsmalt
Address 1630 BRANDYWINE AVE.. SUITE B 12. Discourt Tarm
CHULS VISTA. CA. 91911-4973 Ol small
13. Mail Invoices to Disadvantage
SEE BLOCE 15 Cwomen Owned
14. SHIP TO: H5. PAYMENT WILL BE MADE BY rE0351 MARK ALL
SALES OFFICER DEFENSE FINANGE & ACCOUNTING SERVICE P o B0
U35 CarlVinson CYN-TO NORFOLK OPLOC, CODE AAMC CONTRACT OR
Pier B Barge, 120 5. Dewey St ORDER HUMBE R

Bremertan, WA 93314

971 2 VIRGIMIA AVENUE, MORFOLE WA 23511

16. ORDER TYPE

This delivery order i issued on another Government agency or in accordanc e with and subject toterms an conditions

Oeli of above numbered contract
mery Reference Your Furmish the following of tenms specified herein.
ACCEPTANCE. THE CONTRACTORY HEREBY ACCEPTS THE OFFER REPRESEHTED BY THE HUMBERED PURCHASE
Puchase [] | ORDER AS IT MAY PRE VIOUSLY BEEH OR IS HOW MODIFED, SUB JECT TO ALL OF THE TERMS AHD CONDITIONS

SET FORTH AHD AGREES TO PERFORM THE S AME.

&

HAME OF CONTRACTOR

SIGHATURE TYPED HAME AND TITLE DATE SIGHED

LI trthis box is marked, supplier must sign Acceptance and retum the following number of copies:
17. Accounting and Appropriation Data

Appropration Symbol Object Bureau Sub |Authorization | Trans Property Cost Armount

And SubHead claszs | Control Ho. | Allot | Acct'g Act'y | Type Acct'g Act'y Code
OF 4030 MCT A, Qo0 0 0 Qo02s0 L R20993 Qo0o0o119737 76352
Stock # Descripion Quantity U nit Unit Price Armounk
QE000004 34 SOCIABLES 36 BX F2.1200 Fr6.52
25, Total: $76.32

FA=T PAY PROCEDURES &P PLY. THE SIGRED ORIGIMAL OF THIS ORDER MUST ACCOMP2ANY THE IMNYOICE AT TIME OF SUBMISSION TO
DAC OF PAYMENT . OME COMPLY OF THE INVOICE MUST BE MALED TO THE SHIF CARE OF FLEET POST OFFICE ADDRESS.

Completed and confirmed Purchase Order
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All Other Purchase Orders:

Other Purchases are defined as purchases that are non-standard in some way. These include, but
are not limited to:

» Equipment ----USE THE FINANCIAL ACCOUNTING OPTION AND EQUIPMENT
PURCHASE SELECTION.
» Special 1155's
* Vending repair----USE THE FINANCIAL ACCOUNTING OPTION AND LAUNDRY
CLAIMS/ SERVICE CHARGE SELECTION.
Note: Refer to the Overseas Ordering Chapter for Equipment and Service Charges.

This function allows you to create, view, print and edit these purchases. To access this function,
double-click this selection, and the following menu will appear:

Other Purchases

Purchase Order #
Print Order Invoice | Confirm Order | Delete Order
| =] Return
Add/¥iew Line Items Add Order Stock Record
ORDER INFORMATION Order Confirmed: - —Purchase Type T
Accounting Type IDBOF Cost Code " Equipment
Contract,/Purchase Date of Order Purch Drder No & special 1155
07 -Dec-2000 I " vending Repair
—ISSUED BY Administer By
424000 COMMAYAIRLANT pEbE AL
Marfolk, Virginia & Destination
23511 " Dther
¥ Fast Pay
~CONTRACTOR = =
Delivery to FOB Point By Stmt 1 -
MName and l— Stmit 2 -
Address —
Discount Terms Stmt 3 |-
I Ref Comment
Payment UIC
—5SHIP TO PAYMENT WILL BE MADE BY
INBDQSI
SIES CHAI0ER DEFEMSE FIMAMCE & ACCOUNTIMG SERVICE
' Piersside Address MORFOLE OPERATION LOCATION, CODE FPYWE
" FPO Address 0712 WIRGIMNIA AVENUIE
MORFOLE, WA 23511-3297

Other Purchases Screen
From this screen, you can view, print or edit a Special 1155.

1. Click on the Add Order button and the next available Purchase Order Number will appear.
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2.

Other Purchases
Purchase Order #

Print Order Invoice | Confirm Order | Delete Order

| ] Return
Add{ View Line Items | Add Order | Stock Record
ORDER INFORMATION Oider Confirmed: |  Purchase Type
Accounting Type [DBOF Cost Code i Equipment
Contract/Purchase Date of Order 1o Special 1155
07-Dec-2000 |v24000-0342-9705 e (el
—ISSUED BY AdrminT
24000 COMMAYAIRLANT ey 3
S5 Classroom CyM-90 Maorfolk, Wirginia ¥ Destination
FPO &E 103205-2101 23511 " other
V Fast Pay
~CONTRACTOR
Delivery to FOB Point By Stmit 1 a
Name and I— Stmt 2 =
Address —
Discount Terms SLInESS =
I— FRef Comment
Payment UIC
—SHIP TO

PAYMENT WILL BE MADE BY NEOG51

DEFEMSE FINAMCE & ACCOUNTING SERVICE
HORFOLK OPERATION LOCATION, CODE FPYVE
9712 VIRGIMIA AVENUE

HORFOLE, WA 23511-3297

SALES COFFICER

LISS Classroom CH-90
N.O.B Morfolk

Morfolk W& 23511

¥ PpiersSide Address

" FPO Address

Leave the Contract field blank until you get the authorized contract number from NEXCOM.

Note: You must have this information prior to confirmation.

3.

o o~

Enter the Recommended source and address in the Contractor Name and Address field.
Double click in the Delivery to FOB Point By field and select the desired date of delivery.
Enter any Discount that may apply to this order.

Scroll and select any statements that are required in the Stmt fields. Refer to the following
figure:

Other Purchases

Purchase Order #

ORDER INFORMATION

Print Order Invoice | Confirm Order | Delete Order

Return

Add/View Line Items | Add Order | Stock Record _

Order Confirmed: [

Accounting Type IDBOF Cost Code

—Purchase Type
e Equipment

/l.'.anl'l"a'EF}'Pﬁi’t‘l'mse\ Date of Order

Purch Order No

7-Dec-2000

|V24DDD-0342-9705

2 A

 special 1155
¥ending Repair

—ISSUED BY
W24000
LSS Classroom CWM-90

ister By

COMMAWAIRLANT
MNorfolk, Wirginia

FPO AE 10305-2101 23511

—Delivery FOB
¢ Destination

" Other
vV Fa

T CONTRACTOR
Name and JREC. SOURCE
Addrgss [apC COMPANY
1234 HARBOR. AVE
NORFOLK, VA 23511

—SHIP TO
SALES OFFICER

Stmt ‘ AST PAY PROCEDURES
Stmt 2
Stmt 3

Ref Comment
Payment UIC

PAYMENT WILL BE MADE BY e

LISS Classroom CWH-20

DEFEMSE FINAMCE & ACCOUNTING SERWICE

¥ PiersSide Address
M.O.E Morfolk

MORFOLK OPERATION LOCATION, CODE FPYVE

' FPD Address 0712

WIRGINIA AVENUE

Morfolk V& 23511

MCORFOLE, W& 23511-3297
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Click on the Add/View Line Items button and the following screen will appear:

2000




1155 Order Article Information

[24000 03429705 [07Dec00 " [Classroom

1L - )

8. Enter the SKU Number for the item you want to order in the SKU field and enter the quantity
for order.

| MUG EMBLEMATIC US55 CLASSROOM 'I 5.7500 B
e —
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9. Once all information has been approved, you may confirm this order.

Create Requisitions OSO:

This function lets you create a new requisition for stock from another ship’s officer (OSO). To
access this function, double-click this selection. From this screen, you can initialize a new OSO
requisition and orders from a Cargo Ship.

Software Process Note:

To order an item that has never been part of your inventory database, you must first:
» Create a stock record card for that item.
* Link the item to a Dummy Vendor/ Unassigned Vendor.
» Then proceed to the Requisitions OSO screen and order.

To create a new Requisition from Other Supply Officer click on this option and the following screen
will appear:

B2 Requizition Criteria

Request Stock From

To: ||

SHIP MNAME: |

FPD ADDR: |

Continue | Return

Requisition Criteria Box
» Enter Sales Officer in the TO field.
» Enter the Ship’s Name in the Ship Name field.

» Enter the Ship’s FPO Address in the FPO ADDR field.
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B3 Requisition Criteria

Request Stock From

To: [SaLES OFFICER
SHIP NAME: [JSS NEVERSAIL
FPO ADDR: IFF‘O AE 09550-2524)

Continue | Return

Once you have entered the entire required information click on the Continue button and the
following screen will appear:

B3 Requisition 050
Article Total -
Dept. Category SKU# Description Stock Amt. Cost Cost
U et fan cane] | = =] | |
PE =l | || | |
% Create Requisition Return

=l

Scroll and select the desired Department. If you know what the SKU is for the item you can
skip this process and advance to the SKU # field and enter the SKU.

Scroll and select the desired Category. If you know what the SKU is for the item you can skip
this process and advance to the SKU # field and enter the SKU.

Scroll and select or manually enter the SKU.
Enter the quantity to be ordered in the Amt. Field.

Verify cost price and modify if necessary. Refer to the following figure:
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B Requisition 050 BE

|»

Article Total

Dept. Category SKU# Description Stock Amt. Cost Cost

T = |fat) Canr x| jos00000195 |+ | K1SSES %_/D, 247 _go.senns| 4256

e | V| Josooooozt7 ;”REESESPEP.NUTBU/T/‘ 0 f(\_4§;7| [_$0.33000[ $142.50

M = |Jiar) canc x| josoooooas ;HSMLISKETEERSB/AB/' ) S \@| $118.80

a1 [xftat) Canr ] fosooooo44t [ [[BAEY RUTH il -ﬁﬁr @| §92.15
b

3 I— JIW//YI |

Indicates Enter the Indicates
the current gquantity to the current
quantity on be ordered. co=t price.
hand.

Create Requisition Return

L4

Total cost field is automatically populated.
Enter each item to be ordered and complete all the information from the previous steps.

Click on the Create Requisition button. The system will automatically send you to the View/
Print/ Edit Requisition OSO screen.
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View/Print/Edit Requisition OSO

This function let you view, print, or edit existing requisitions that have been submitted for stock from
another ship’s officer (0SO). To access this function, double-click this selection, and the following
menu will appear:

Yiew/Edit Requisition 050

Requisition Search

Print Req. Invoice ‘ Cancel Requisition ‘
[24000-0356-9900 ~ |
Add/View Line Items ‘ Confirm Requisition ‘ Return |
Requisition and Invoice/Shipping Document
o ) Requisition Date Requistion Number
Requizition Confirmed u
21-Dec-2000 | W 24000-0356-9900
Requesting Ship
) Transferring Ship's

SALES OFFICER Authority or Purpose Expenditure Number

LSS Classroom CWH-90 || j |

H.0.B Marfalk

Morfolk W 23511 Delivery Required

Requesting From

|Sales Cifficer

|U55 George Washington
|FF‘O AF 09550-2873

Ships Address
* PiersSide Address
" FPO Address

From this screen, you can view, print or edit an existing OSO requisition or a newly created
requisition.

» Scroll and select the appropriate statement in the Authority or Purpose field.

Yiew/Edit Requizition 050

Requisition Search

Print Req. Invoice ‘ Cancel Requisition |
|*24000-0356-9900 - |
Add/View Line Items Confirm Requisition Return ‘
Requisition and Invoice/Shipping Document
. ) Requisition Date Requistion Number
Requizition Confirmed [
21-Dec-2000 | W24000-0355-9900
Requesting Ship
) Transferring Ship's
Authority or Purpose Expenditure Number

HAYSUP PLB 437 par 7311,

Required
MNaWSUP PLUB 487 par 7310,

MawSUR PUB 437 Fa0a, i
|Sales Officer MAYSUR PLB 437 22; 2205 Ships Address
. & Diarec
|USS George Washington PiersSide Address

|FF‘O AF 09550-2873

Requesting From

& FPO Address

View/Edit Requisition OSO Screen

» Enter the expenditure number in the Transferring Ship’s Expenditure Number field.
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» Double click in the Requied field and select the appropriate date.

»  Click on the appropriate address in the Ships Address field.

Yiew/E dit Bequisition 050

Requisition Search

Print Req. Invoice | Cancel Requisition |
|v24000-0356-9900 =
Add/View Line Items | Confirm Requisition | Return ‘
Requisition and Invoice/Shipping Document
. ) Requisition Date Requistion Number
Requisition Confirmed r
21-Dec-2000 | W 24000-0356-9200
Requesting Ship
) Transferring Ship's

SALES OFFICER Authority or Purpose Expendi umber

SSSI(EE =S Eliiie At [NAYSUP PUB 487 par 720 = | € [v21414-0356-7925

M.O.B Narfolk

Morfolk Y4 23511 Delivery Required |21-Dec-200C

Requesting From

|5a|es Officer

|USS George Washington
|FF‘O AE 09350-2873

" FPO Address

Once you have entered all the correct information on the View/ Edit Requisition OSO Form, Click
on the Add/ View Line Items button and verify that all items are correct. Refer to the following
figure:

Requisition 050 'Detail’

Requistion/Purchase No  Date of Order  Ship

|24000-0356-59900 | 21Dec00  [Classroom
Retail Price Quantity

SKU# Description Unit Price Extension Ord. Unit Unit Price Amount
_bm_;”mssr:s | $1.00 [ 4000 | 24 [Ea [ 40,99 §23,76 =
| |osoooooziz _~[|REESES PEANUT BUTTER CL | $o.00 | s0.00 | 432 [EA | 4033 | $14256
| [oso0000394 _||3 MUSKETEERS BAR [ jo.o0 | 40000 | 360 [EA | 4033 | $118.80
| [oso0000441 _~[|pags rUTH [ go.on | 4000 | 255 [EA | 4032 | 492,16
E3 =l [ 4000 [ #0000 | o | 4000 | $0.00

Total $377.28

Return
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» Click on the Return button to return to the View/ Edit Requisition OSO Form.

Yiew/E dit Requizition 050

Requisition Search

Print Req. Invoice | Cancel Requisition
|v24000-0356-0000 - |
Add/View Line Items | Confirm Requisition Return |
Requisition and Invoice/Shipping Document
. ) Requisition Date Requistion Number
Requisition Confirmed [

I 21-Dec-2000 I W24000-0336-9900

—Requesting Ship
) Transferring Ship's

SALES OFFICER Authority or Purpose (_E’—‘EM@EEL

USS Classroom CYN-20 [MevsUP PUR 487 par 720 7] [v21414-0356-7925
M.O.B Morfolk
MNorfolk W4 23511 Delivery Required l21-DEC-2DDE

—Requesting From
Sales Officer
IUSS George Washington
FPC AE 09550-2873

" FPO Address

From this screen you can print, cancel and confirm the requistion. Note that prior to receipt of the
items that the requisition must be confirmed. A confirmed requisition will indicated by a checked

box in the Requisition Confirmed field.

Create Requisitions Other Appropriations:

This function lets you create a new requisition for stock from another division within your ship. To

access this function, double-click this selection, and the following menu will appear:

B2 Requizition Criteria
Request Stock From

To: ||

SHIP NAME: |

FPD ADDR: |

Continue | Return

Requisition Criteria Screen

From this screen, you can initialize a new “other appropriation” requisition.
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Enter the Officer in charge that you are getting the stock from in the TO field. I.E. General
Mess would be FOOD SERVICE OFFICER, OPTAR would be SUPPLY OFFICER.

Enter the Ship’s Name in the Ship Name field.

Enter the Ship’s FPO Address in the FPO ADDR field.

B9 Requizition Criteria

~Request Stock From

To: [Supply Officer
SHIP NAME: |LISS Classroom

FPO ADDR: IFF‘D AFE 10305-2101

Continue | Return

Requisition Criteria Screen

Once you have entered the entire required information click on the Continue button and the
following screen will appear:

E Requisition Other Appropriations

Article Total
Dept. Category SKU# Description Stock Amount Cost Cost

[ = || =l | | | |

Create Requisition Return

Requsition Other Appropriations Form

Scroll and select the desired Department. If you know what the SKU is for the item you can
skip this process and advance to the SKU # field and enter the SKU.
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« Scroll and select the desired Category. If you know what the SKU is for the item you can skip
this process and advance to the SKU # field and enter the SKU.

«  Scroll and select or manually enter the SKU.
«  Enter the quantity to be ordered in the Amt. Field.

«  Verify cost price and modify if necessary. Refer to the following figure:

B3 Aequisition Other Appropriations

Article Total -
Dept. Category SKU# Description Stock Amount Cost Cost

[ = l[e3) AT [jeesz200039 [~ ||ENERGIZER ADVANC ~ | [ 4 L6300 P §78 2400

| =l =l | =l —L] |

Indicat th d
Cﬂr;gites = e e Indtcatgs the
R e— quantity for oSt price.
hand order.

Create Requisition Return

Requsition Other Appropriations Form

» Total cost field is automatically populated.
» Enter each item to be ordered and complete all the information from the previous steps.

» Click on the Create Requisition button. The system will automatically send you to the View/
Print/ Edit Requisition Other Appropriations screen.

View/Print/Edit Requisitions Other Appropriations:

This function let you view, print, or edit existing requisitions that have been submitted for stock from
another department or division within your ship. To access this function, double-click this selection,
and the following menu will appear:
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Requizition Other Appropriation

Requisition Search

Print Req. Invoice ‘ Cancel Requisition ‘
AddfView Line Item ‘ Confirm Requisition ‘ Return |
Requisition Information
Requistion Mumber Requisition Date
24 000-03565-9901 21-Dec-2000 Requisition Confirmed [
Requesting Ship
: Transferring Ship's
|Auﬂ10r|ty or Purpose = | Expenditure Mumber
Delivery Required
To
|Supp|y Officer Ships Address
[USS Classroom % piersSide Address
=
[FPO AE 10305-2101 =B A s

Arccounting Data

Input Acct. Data

Requisition Other Appropriation Screen

From this screen, you can view, print or edit an existing or newly created “other appropriation”
requisition.

« Scroll and select the appropriate statement in the Authority or Purpose field.

equigition Other Appropriation

Requisition Search

Print Req. Invoice ‘ Cancel Requisition ‘
V24000-0356-9901 -
Add/fView Line Item ‘ Confirm Requisition ‘ Retu rm
Fequisition Infor mation
Requistion Mumber Requisition Date
+24000-0256-9201 21-Dec-2000 Requisition Confirmed L

Requesting Ship
Transferring Ship's
Expenditure Murnber

=

MAVSIUIR PUB 427 par 7200, erth Reguired ,7
MNAYSUP PLB 487 par 7311 H

MNavSUP PLIB 487 par 7310,
MNAYSUP PLB 427 par 7600,
FhaySUR PLB 487 par 2205,

To
|Supp Iy Officer

|USS Classroom
[FPO 4E 10305-2101 & FPO Address

Ships Address
& piersSide Address

Accounting Data

Input Acct. Data

Requisition Other Appropriation Screen
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» Enter the expenditure number in the Transferring Ship’s Expenditure Number field.

* Double click in the Required field and select the appropriate date.

» Click on the appropriate address in the Ships Address field.

Once you have entered all the correct information on the View/ Edit Requisition OSO Form, Click
on the Add/ View Line Items button and verify that all items are correct. Refer to the following

figure:

Requizition Other Appropriation

1Requisit\on Inifior ratior |

Requisition Search|—
|v240uu-0356-9901 'I

Print Req. Invoice | Cancel Requisition |

Addf view Line Item | Confirm Requisition | Return |

Requistion Mumber

Requesting Ship
SalES OFFICER

USS Classroom CYN-90
FPO AE 10303-2101

Tao

|V24DDD-0356-9901

Requisition Date

I 21-Dec-2000

Requisition Confirmed r

Authority or Purpose
ravsUP PUB 487 par 731 - |

] =,
‘ 24000-0356-7202

21-Dec-2000

Delivery Required]

Supply Officer

=]
ST B e

LSS Classroom

FPO AE 10203-2101

© PiersSide Address
o

Accounting Data

Input Acct. Data

Requisition Other Appropriation Screen

* Click on the Input Acct. Data button.

ACCOoUNting Data|—-

Input Acct. Data

The following screen will appear:
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G5K Accounting Form

Bureau Prop.
Appropriation Symbol Obj, Cls Cirl Mo, Sub Allot, Auth., Acct, Trans Type  Acct, Cost Code

Confirm Acct. Data | Return

» Enter the Accounting Spread Information in the appropriate fields.

NOTE: the same division/ department that the stock is coming from will provide this
information to you.

GSK Accounting Form

Bureaw Frop.
Appropriation Symbol Obj. Cls Cirl Mo, Sub Allot, Auth, Acct, Trans Type  Acct Cost Code
0704930,2310 |DDD |21001 ] |DDD2SD |?c |v24DDD |000003569901
Confirm Acct. Data | Return

» Once you have entered all of the correct information click on the Confirm Acct. Data button.
You will get the following message:

G5K Accounting Form
MaxPoint POS System |E | S ——

Appropriation Syrnt @ “fou are about to save the accounting data for this requisition! This [0St Code

- =l ; o
o7 04050 2310 action iz imeversable. Do you wish to continue? SEE0O0

[ SOTTITTIT ACCT 2t | eturn

NOTE: Once you confirm the accounting data you will not be able to make changes.

» Click on the Yes button if you wish to continue No if not.

The form will be grayed out and no other modifications can be made. Refer to the following figure:
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GSK Accounting Form

Birean P,
F it ) o o = ] = L N o 1 P = | [ 5 O = [ = S e L} W =
0704930.2310 |DE|D |:210c|1 |D |D|:|D:25n |?c |\.f24c|0c| |DE|DE|035699E|1
Confirm Acct., Data | Return

»  Click on the Return button to return to the View/ Edit Requisition Other Appropriation Form.

From this screen you can print, cancel and confirm the requistion. Note that prior to receipt of the
items that the requisition must be confirmed. A confirmed requisition will indicated by a checked
box in the Requisition Confirmed field.
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Cancel Purchase Order Form:

This function allows you cancel previously submitted, confirmed Purchase Orders/ Requisitions.
The Purchase Order/ Requisition must be in a confirmed status and the stock must not have been
received yet. To access this function, double-click this selection and the following screen will
appear:

Order Cancellation

Scrall Crder Date: |
and

select ]
the vendor 1D

ggstzege Yendar Narne:|

5%9:’( Crder to be Cancells

canceled

Order Murnber: |

Cancel Crder | Return |

Order Cancellation

Select Order to be Cancelled: " L
W20832-0012-9790
Order Date: | ¥20632-0035-9794
W 20632-0035-9795
W20632-0035-9796 —
W20832-0036-9797
W20632-0035-9793 sl
W20632-0038-3802
W20632-0038-9804 ] T—

[

Yendor 1D

Yendor Marme:

Order Mumber:

Cancel Order Return
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Order Cancellation

Select Order to be Cancelled: |G

Order Date: I2.-"E.-‘l|:||:| 2:583:17 PM

Yendaor ID :|99-D-DDEE

Yendor Name;lEUHF‘.-'-‘-.EW.-’-'-.HEHDLISE S&LES IMLC.

Crder Mumber: |"-.-’2I:IE132-EII335-EI?EE

Cancel Order Return

When selecting a particular Purchase Order, the form becomes populated with all the information
for that Purchase Order.

Click the Cancel Order Button and the Purchase Order will be cancelled.

74
Updated 21 December 2000
Version 00.03E



INVENTORY MOVEMENT

From the Inventory Movement option the operator can conduct various tasks. Stock Record Card
maintenance, Receiving stock, Moving stock from one activity to another, Procurement of stock,
Expending stock and using sales history utilize the Smart Re-Order function. From the main menu
select the Inventory Movement option and the following screen will appear:

Inventory Movement Menu

Orders

Receipts
Breakouts
Expenditures
Stock Record Card
Smart Reorder

Return

The Inventory Movement option has six options each will have its own section dedicated to
it.

Receipts:

This function lets you receive stock that has been acquired through purchase orders and various
requisitions. To access the Receipts function, double-click this selection and the following screen
will appear:
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Receiving

‘|Receipt Search|
l—;[ Add{¥iew Line Items | Delete Unposted Receipt

New Receipt Receiving Report Return |
-|Receiving Infrarnation|
Order/Requisition Search I 'I REEE I [
¥ Purchase Order
Receipt o | ¢ Requisition 0SO
Receiving Date I 21-Dec-00 ¢ Requisition Other Approp
—| Order/Requisition Infrumatiun}
Order/Requisition Number I W
ipping Charges |7
Crder Date I
Yes I INo
Received From |
£0.00
Receiving Motes Related Receipts
Receipt No_[Ord/Req No M
es I ls)
40,00

Hint: Before you can receive, you must first have the Receipt Inspectors copy of the
procurement document in hand to receive the correct quantities.

Performing a New Receipt:
To initiate a new receipt, complete the following:

1. Click on the New Receipt button. A message will inform you that you are about to create new
receipt. Click on Yes to continue. Refer to the following figure:
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Rese iy HNutes

2. Advance to the Receipt Options box and activate the option button for the type of receipt this
will be. Purchase Order, Requisition OSO, or Requisition Other Appropriation, as desired.
(This will limit the list that you see in the next step to only those types of orders.)

3. Use the drop-down arrow in the Order/Requisition field to locate and select the order that you
wish to receive. (Only orders that have been confirmed will appear in the drop-down list.)
Once you have selected the order, data from the order will populate the remainder of the
screen.
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4. Ensure that if there are any transportation charges or cash discounts that you use the
appropriate buttons to enter them into system. Refer to the following:

5. Click on the Add/View Line Items button. The following screen will appear:

| eeprnefp — 0|

;15000 | 0 | 0
[STATIONERY, W/SHIPS CREST 1010 CUSTOMPOF| 30000 |  144]  of of 14¢f o
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Receipt Mo IDEIE!EI

Quartity

Current Cost Quantity  Quantity Previously  Quantity  Quantity

Article Mo Description Order Unit Ordered  Received Received OutstandingCanceled
01215000015 |REFILLS, 1011 CUSTOM STATIONERY £1.5000 36 36 0 0 0
01216000015  [STATIOMERY, W /SHIPS CREST 1010 CUSTOM POF £3.0000 144 144| 0 144 0

Stock Record Card | Post Receive All

Return

6. Advance through the Current Cost, Quantity Received, and Quantity Canceled fields for each
item being received and update them as necessary. When you are finished, click on the Post
button. The receipts of the amounts that you have indicated with be posted, and the database

will be updated with receipt and inventory information.

Hint: If the quantity received is less than that of that was ordered, enter the actual
quantity delivered (You cannot enter more than that was ordered). You can cancel the
difference of quantity ordered and quantity received.

7. When new items are received or the cost price of a previously carried item has changed, the
Retail Price Update Form will appear with a message block suggesting a new retail price. To
accept this price, click on the “accept change button”. To create a new or different price, enter

the retail price that you want and then click on the “accept change button”.

NOTE: Ensure that when receiving Vending Items that the standard selling price is entered
otherwise the Profiability report for your non-epos activities will indicate the most recent

retail price.
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Hetail Price Update
article Mumber; |D121E000075

Description: |[1010 CUSTOM PORTABLE [

Current Retail; [£2.00

Suggested New Retail: [3355

Lecep sk Ignore Change |

?

Retail Price Update
Article Mumber; (01215000075

Description: [1011 CUSTOM STATIONER]

Current Retail; |£1.50

Suggested Mew Betail: [4180

Ignore Change

H

M

8. Click on the stock record card button to verify the correct posting. Refer to Chapter 4 Stock
Record Card.

9. Print and view the Receiving Report. This report will be filed in the BO1/ BO5 File. Refer to the
following figures:

Receive From Order

|Receipt Search|
I—;[ | Add/view Line Items| | Delete Unposted Receipt [%
New Receipt Receiving Report Return |
-|Receiving Infromation| \
Order/Requisition Search |v20632—0092—9745 7 REE e
After Posting the receipt & Purchase Order
Receint Mo [00s0 click on the Receiwvwing
2 Report button to generate ¢ Requizition 050
L I—_ - the report.
[FEEfof g DEHS || SHAMEY-T £ Requisition Other Approp

—| Order/Reguisition InfromatanI

Order/Requisition Mumber |v20532—0092—9745 —
“Shlpplﬂg Charges |7
Order Date I 01-Apr-00
=z I Bl

Received From IROBERT HALE & ASSOCIATES, INC,

$0.00
Feseivine Mates Related Receipts
Receipt o [Ord/Reg No m_
=g W
[ #oreis

The receiving report will indicate any transportation charges or discounts for the receipt. Refer to
the following report:
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= R Boan Date: 531700
& Receiving Report B T 1040
UE3 SAIPAN UIC Vi0632
Order Nbr  V20632.0092-9745 Order Date 01-Ape-00 ROEERT HALE & A330CIATES, THNC,
Receipt Mo, 009 RecelpiDaie 31 M ay-00
Sk # Description Uni Ordered Ordered Ordered Receied Revd Receired
iy Cost Total Qiy Cost Total
SOEI3E  HEADPFHOME SCHY EARBUD E4 10 F5.95 595 10 $595 R5
HAMEETZLE
D005 HEADPHOWE, SONY VERTICLE E4R E4 15 $1410 2115 15 $14.10 215
HIDE- 4441
SO0EZES  CAMERA SOMY MMM Camoomer Es. ] $31235 12741 & 31235 15741
Wiz ital Z.oom Hightsho
SO0ER4ss . CAMERA SOMNY S Camoomder Es. ] fas22s 35 & f4m228 I35
W5 LD & Mightshot
IERE0EI3E HEADPFHOWE, SCWY MDEV-200 E4a ] t=m 1734 & $28.00 1754
FO0EESE  CAMERA SOMY MAVICA DIGITAL Es. 4 faz s I sz 4 J4273E 'R 52
CAMER & &IVC-FD75
Total Received this Receipt INo. 6,T4L52
Add: Shipping Charges this Receipt Mo. $0.00
Less: Cash Discounts this Eeceipt INo. $67415
Total this Receipt INo. $6,067.37
Total Ordered $6,74L52
Total Recewed for Order $6,T4LE2
Add: Toetal Shipping Charges fir Order $0.00
Less: Total Cash Discounts for Order 67415
Grand Total for Order $6,067.37

After you have reviewed and printed out the receiving report, file in BO1/B05 File. The system will
by default print out an UPC maintenance listing report for the receipt when you exit from the
Receiving Report Screen. Refer to the following report:
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Current UPC'S For Items Received

UE3 SAIPAN TIC ViI0A32

Fam Date: 53100
Fan Tirae: 10:50

Order Mumber V6 I- 00019746
Shou £ Upc Description
S000ETEE S0000ETEEE HEADPHONE, SONY EAREUD ADEESZILP
00057 000573 HEADFHONE, SONY VERTICLE E4R #AWDE-444L
LN0IEE2EE LN0IEEEEE CAMERA, SOMY SMM Camecrder WiDigital £oom Mights ho
0000ER4Es S0000ER4EE CAMERS, SOHT EMM Cameorder Wiz 5 LCD & Mightshot
IEaETIEE SRAGTIE HEADFHONME, SONY MDEY-200
SO0 A0E R0 CAMERA, SONY MAVIC 4 DIGITAL CAMERA #WVC-FD/3

The purpose of this report is to identify ship’s store stock that has not had UPC maintenance
completed. Every item that has been received will be displayed on this report. The SKU Number
by system default will create a SKU barcode. If the manufacturers UPC has been assigned to an
item a separate line for the same item will be displayed with the appropriate UPC attached. For
our example, no UPC maintenance has been completed. This would be the time to collect the

items and marry up the UPC to the SKU. This task is conducted at the stock record card function
or via by the PDT. Once this maintenance is completed, it can be viewed again by selecting the

appropriate receipt number and selecting the Receiving Report button and then exiting the report.
The system will display the UPC report with all additions made. Refer to the following report:

Current UPC'S For Items Received

Fon Date: 53100
Bon Tiree: 11:12

T53 SAIPAN UIC Vi0e32

Order Number V632 00929745
Sku # UPC Description
THOO0ETEE TH000ETEE HEADPHONE, SONT EAREUD AMDEESZILE
THO0ETEE R 585 5650 HEADPHONE, SONT EAREUD AMDEES2ILP
00T HS pai HEADPHONE, SONT VERTICLE EAF #MDE-444L
THO000E7HS UPC's hawe HEADPHONE, SONT VERTICLE EAE AMDE-A44L
T now been CAMERA, §ONY SMM Cameorder WiDigital Zocen Hights ho
A0 2E _ ﬁgiifgalﬂp C AMERA, SOHT MM Camcorder WiDizital Zoom Nights ho
THO000E0483 “to the CAMERA, SONY SMM Carmoorder Wi2 5 LCD fr Mightshot
00045 ihfg rln red CAMERA, SONT SMM Careorder Wi2 5 LCD & Nizlshet
TEAITAE HEADPHONE, SONT MDEV-200
TERAITAE HEADPHONE, SONT MORV-200
FOOOH2SE CAMERA, §ONY MAVIC A DIGITAL CAMERA #MVCFD73
FOOORZAE 1001000 CAMERA, SONY MAVIC A DIGITAL CAMERA #0MVCFDT3

Verfification of UPC maintenance can also be conducted at the stock record card. Refer to

Chapter 4 Stock Record Card.
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10. Click on Return to return to the previous screen.

Making Corrections to Receipts:

You cannot make corrections to the physical receipt, but only make the necessary adjustments that
will offset the mistake. Complete the following steps:

1. From the Financial Accounting menu, select the Accounting Adjustment option, and the
following screen will appear:

Search By Document # I j Posted [

Receipt #

Date I m Adjustment Type ;
Amount I M Retail
Letter Serial # " vending

Original Document Date

Original Receipt #
Month Orig. Receipt

Purchase Order# I

Comments

Month of Transmittal I?/El,’gg

Add Post

Delete Record Return

2. From this screen you will complete the following:

» Click on the Add button

» Leave the Date field as is, the system enters this information by default.

» Enter the amount of the financial adjustment. (Ensure that all negative
adjustments are in parenthesis)

» Enter the last four digits of the procurement document in the Letter Serial #
field.

» Enter the date of the original procurement document in the Original Document
Date field.

» Enter the receipt number for the document posted incorrecly in the Original
Receipt # field.

» Enter the month of the original receipt that is incorrect in the Month Orig.
Receipt field.

» Enter the procurement document number in the Purchase Order # field.
Hint: Either purchase orders or requisitions can be entered in this field.
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» Enter any comments regarding this transaction in the Comments field. This
information will appear on the Accounting Adjustment Report.

» Enter the date that the transmittal was sent in the Month of Transmittal field.

» Check the appropriate adjustment type box.

» Review each of the fields to ensure all the correct information has been

entered.

» Click the Post button to post the adjustment to the 153 and all-supporting
documents.

This transaction corrects the BO9 and B22 for retail/ B26 for vending of the Balance Sheet.
If quantities have been affected there is still a need to make the correction to the stock
record cards for the correct quantities. Conducting a spot inventory for the particular items
that are incorrect is required. Complete the following steps:

1. From the Inventory Count Functions Menu, select the Create New
Inventory Function. From this screen complete the following:

Scroll the Select Store field and select 99

Scroll the Select Criteria field and select Article #

Check the box next to the items that you require to conduct a spot
inventory on.

Click on the Generate Worksheet button, and you will get a warning
message (You are about to create a new inventory count worksheet.
Do you wish to continue. Yes or No. If you want to continue select
yes, if not select the no option.

2. From the Inventory Worksheet screen complete the following:

Scroll the Search for Count field and select the appropriate date and
Inventory control number.

Select store number 99.

Enter the correct quantities in the Current Actual column.

Click on the Confirm button and you will receive the following
message (You are about to update the inventory for store # 99. This
action is irreversible. Do you wish to Continue? Click on Yes to
continue or No to stop.

Click on the Return button to exit this screen.

3. This process has adjusted B14 accordingly and will negate the entry made
to B22 for retail or B26 for vending.

84
Updated 21 December, 2000
Version 00.03E



INVENTORY MOVEMENT

From the Inventory Movement option the operator can conduct various tasks. Stock Record Card
maintenance, Receiving stock, Moving stock from one activity to another, Procurement of stock, Expending
stock and using sales history utilize the Smart Re-Order function. From the main menu select the Inventory
Movement option and the following screen will appear:

Inventory Movement Menu

Orders

Receipts
Breakouts
Expenditures
Stock Record Card
Smart Reorder

Return

The Inventory Movement option has six options each will have its own section dedicated to it.

Expenditures:

This function allows you manage and account for various types of expenditures, including:

» Transferring ship’s store stock to other ships or shore facilities.

» Transferring ship’s store stock to divisions (for example, the officer's mess) outside your ship’s
store system, but within your ship.

* Returning unsold (or damaged) stock to vendor.
» Investigating and reporting on lost or damaged stock.

» Marking stock down to zero.

To access the Expenditures function, double-click this selection, and the following screen will appear:
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Bulk Sales/Credil;Memo

Cost of Operations

Surveys

Transfer to Other Appropriation
Transfer to Other Supply Officers

Return

Transfers to Other Supply Officers:

This function lets you transfer stock to other ships or facilities. Double-click on this selection, and the
following screen will appear:

Transferkto Other Supply Dfficers
‘|Transfer Search|—

~|Transfer Infor mation |

Expenditure Number |v20632-DD32-?519

Add New Transfer Cancel Transters Print Transfer Invoice

Add/View Line Items Confirm Transfes Return

Transfer Confirmed [~

Transfer Cancelled W

- Requisitioning Activity |
FOOD SERYICE OFFICER Requisition Murber  [20632-0343-0x12
USS SAIPAN LHA-2

FPO AE 09349-1605 Delivery Required I 10-Dec-1993  Shipped Date I 10-Dec-1999
~|Transferring Activity |

SALES OFFICER Authority Purpose I j Ships sddress

LSS Sajpan LHA-2 % PierSide Address
FIER 2  FPO Address
MORFOLE, V.

From this screen, you can initiate the movement of stock to another ship.

Create a New Transfer to Other Supply Officers:

1. Click on the Add/ New Transfer Button.
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Transferhto Other Supply Officers

—|Transfer Search T
|| J Add New Transfer > Eancel Transfer Print Transfer Invoice
- =T

Add/View Line Items\ Ganficn Transter Return
—|Transfer Information | ]‘ll
Expenditre Nurmber [V20832-0032-7519 Click on the Add/New Transfer Confirmed [~
Transfer button to
create a nev Transfer Transfer Cancelled W
- Requisitioning Activity | fo Ui cueny
FOOD SERVICE COFFICER Fequisition Mumber |V20632-9343-9X12

USS SAIPAMN LHA-Z

FPO AE 09549-1605 Delivery Required I 10-Dec-1999  Shipped Date I 10-Dec-1999
-|Transferring ACtivity |

SALES OFFICER Authority Purpose | j Ships Address

USES SaipEn Lik-Z % Pierside Address
FIER 5 © FPO Address
MNORFOLE, WA,

Once you have clicked on the Add New Transfer button the screen will refresh and the Expenditure
Number field will populate with the next available expenditure number. Refer to the following figure:

Transzfers to Other Supply Dfficers

-|Transfer Search
| El

Add New, Transfer Cancel Transfer Print Transfer Invoice

Add{ View Line Ttems Confirm Transfer Return

—
~|Transﬁar Information Hewt aveilable

Expendit b
Expenditure Number [V20632-0152-7545 mopmlated by dofoult Transfer Confirmed [~

Transfer Cancelled

- Requisitioning Activity |

Requisition Murmber |

Delivery Required I Shipped Date I

Transferring Activity |

SALES OFFICER Autharity Purpose | ] Ships Address
USS SAIPAN LHA-2 = Piergide Address
FIER 5 " FPO Address
MORFOLK, WA, _

2. Enter “Sales Officer” on the first line of the Requisitioning Activity field.
3. Enter the name of the ship on the second line of the Requisitioning Activity field.

4. Enter the FPO address on the third line of the Requisitioning Activity field. Refer to the following figure:
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Transfers to Other Supply Officers

Add Mews Transter Cancel Transfer Print Transfer Invoice
I jv
Add/Yiew Line Items Confirm Transfer Return
~[Transfer Information |
Expenditure Number [V20632-0152-7545 Transfer Confirmed
Transfer Cancelled ™
Requisitionirgrthvier]
<ales Officer Requisition Mumber I—
USS George WWashington (CVN—?E‘D
I}F—"@‘.@D_%E%?ﬂ Delivery Required I_F Shipped Date I—
~|Transferring Activity |
SALES OFFICER Autharity Purpose | | Ships Address 1
USS SAIPAN LHA-2 % PierSide Address
PISR S ' FPO Address
MNORFOLE, Y4, |

Enter the Requisition Number from the Requesting ship in the Requisition Number field.

Double click in the Delivery Required field and select the appropriate date that the requesting ship
desires delivery.

Double click in the Shipped Date field and select the appropriate date that the stock was or will be
shipped.

Scroll and select the appropriate P-487 reference in the Authority Purpose field. Refer to the following
figure:

Select the appropriate option in the Ship’s Address field.
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Transfers to Other Supply Dfficers

‘|Transfer Search . .
I—_[ Add New dranster Cancel Transfer Print Transfer Invoice
Add/fView Line Items Confirm Transfer Retu rn

~|Transfer Irifor rriation |

Expenditure Number [V20632-0152-7545 Transfer Confirmed [~
Transfer Cancelled

~|Requis itioning Activity |
Sales Officer Requisition Numbe‘é iv2 1214-0152-9925 }
IS5 George Washington (CWN-73)

FPO AE 09550-2873 Celivery Required | 30-May-2000 | Shipped Date | 30-May-2000
~|Transferr ing Activity |

SALES OFFICER Autharity Purpose - Ships Address
USS SalPAN LHA-2 N&YSUP PUR 487 par 7321 &+ PierSide Address
PIER 5 MAYSUP PUB 487 par 7200 & EED Al
NORFOLE, Y. NAYSUR PUB 487 par 7522

Transfers to Other Supply Officers

-|Transfer Search . .
Iﬁ Add Newiranster Cancel Transfer Print Transfer Invoice
Add/VYiew Line Items Confirm Transfer Retu rn

~|Transﬁ3r Infor mation |

Expenditure Number |v20532—0152—7545 Transfer Confirmed
Transfer Cancelled ™

Requisitioning Activity |

Sales Officer Requisition Nurmber IV21214-0152—9925

LSS Gearge Washington (CWN-730

FPO AE 09550-2873 Celivery Required |3D-May-2DDD Shipped Date I 30-May-2000

=]

Transferring Activity
SALES OFFICER Autharity Purpo Ships Address
WSS SRR Ly ' PierSice Address
 FPC Address

PIER 5 %

NORFOLE, W&,

10. Click on the Add/View Line Items button. The following screen will appear:
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Transfers to Other Supply Dfficers - Article Information

[ S [ o[ of e[ smmm| 0

11. Enter the SKU (STOCK NUMBER) in the Article Number field. The description will populate by default
one the item is found by the system.

12. Enter the Quantity to be transferred in the Quantity field.
NOTE: The QOH field will populate by default. This number is the quantity on hand.

Refer to the following figure:
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Transfers to Other Supply Dificers - Article Information

ExpenditLre Mo M M
" Reimbursement

Article Mo Description QOH  Quantity  Unit Cost Total Cost Cost
0500000393 j CAMDY, SMICKERS BAR 194 194 $0.3300 +64.0200 $64.02 =
0700002396 j FOP SECEET MW POPCORM BUTTER Sa0 290 $£0.4000 | $236.0000 $236.00
1108000705 j DEMTAL FLOSS, 18] WaAXEDAINWAKED 252 120 $0.9100 | $109.2000 $£109.20
5523122135MEIj T-SHIRTS, HANES COTTON 52 MED 24 24 $£5.9600 | $143.0400 $120.00

4 ] 0 o]  $0.0000 £0,0000 £0.00

-

Totals |  $552.26 | $529.22

Return

13. The Unit Cost field populates by default. When you enter quantities in the Quantity field the Total Cost
field automatically calculates.

14. The Reimbursement Cost field is designed to populate by default with the same figure as the Total
Cost field, however there may be a time that a mutually agreed upon price for transfer is made. In
these situations the total cost at the agreed price will be manually entered in this field, overriding the
system’s Reimbursement Cost price total. Refer to the following figure:
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Transfers to Other Supply Officers - Article Information

Expenditure Mo |v20632-0152-7545 %

Reimbursement

Article Mo Description QOH  Quantity  Unit Cost Total Cost Cost
0500000393 |~ ||CAMDY, SHICKERS BAR 194 194  $0.3300 | $64.0200 $64.02 o
0700002396 |~ [|POP SECRET Mi/ POPCORM BUTTER 590 son|  $0.4000 | $236.0000 $236.00
[1100000705 - [[DENTAL FLOSS, 180 WAXEDAMWAXED | 252 120 $0.9100 | $109.2000 | $109.20
|5523122135MEI le—SHIRTS, HAMNES COTTOM SZ MED | 24 | 24 | $5.950m}£:§143.04c|®| Q}lzn.ng)

[ 2

| =l | of —sf—#00000 [ 00000 [/ $0.00
/

The sv=tem calculates the .
total cost price A& mutually agreed price was

automatically. In this reached at $5.00 ea. The
exanple 24 units times the new Reimbursement Cost i=
cost price of $5.96 now $120.00 wice $143.04

-

Totals [ $552.6 [ $529.22

Return

15. There will be a variance between the Total fields. The difference will be realized and taken up as a
Cost of Operations Retail. Refer to the following figure:

Transfers to Dther Supply Dfficers - Article Information

Expenditure Mo [v20632-0152-7545 %

Reimburserment

Article Mo Description QOH  Quantity  Unit Cost Total Cost Cost
|D500000393 j|CANDY, SNICKERS BAR | 194 | 194 | £0,3300 | £64,0200 | £64,02 E
0700002396 |~ ||POP SECRET M POPCORM BUTTER. 590 son| 40,4000 | $235.0000 $236.00
1100000705 | - ||PEMTAL FLOSS, J8.1 WAXEDUNWAXED 252 120  $0.9100 | $109.2000 $109.20
I5523122135ME  [[T-SHIRTS, HANES COTTON SZ MED | 24 | 24| $5.9500_£$143.u409j (__1;120.@
4 | j| | WDDDD | £0,0000 | {J £0.00
/

The =y=tem calculates the X
total cost price A mutually agreed price was

automatically. In this reached at $5.00 ea. The
exanple 24 units times the new Reimnbursement Cost is
cost price of $5.96 now $120.00 vice $143 04

Observe that the svstem
captures both total=s and
that thers i1s a 523,04
difference.

Return ‘
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16. Click on the Return button to go back to the previous screen.

Canceling a Transfer to Other Supply Officers:

1. To cancel a previously created Transfer to Other Supply Officers that has not been confirmed, scroll
and select the appropriate expenditure number from the Transfer Search scroll down field.

2. Click on the Cancel Transfer button and the following message will appear:

Transfers to Other Supply Dfficers

‘|Transfer Search |~

I J Add New Transfer Cancel Transfer Print Transfer Invoice

Add/view Line Items Confirm Transfer Return

~|Transfer Information |

Expenditure Nurmber [V20632-0152-7545 Transfer Confirmed [~

MaxPoint POS System XN Transfer cancelled -
- Requisitioning Activity | “You are about to cancel transfer number % 20632-0152-7545. Dia pou
wigh to continue?

Sales Officer

1SS George Washington (CYM-7

FPO AE 09550-2873 ves |[7THETT 0-May-2000
~|Tran5ferring Activity |

SaLES OFFICER Authaority Purpose INAVSUP PUB 487 par 720 7] Ships Address

LSS SalPah LHA-2 {* PierSide Address

PIER 3 ' FPO Address

MORFOLE, YWa,

3. Click on the Yes button and the transfer will be canceled. You will note that the system will place a
check mark in the Transfer Cancelled box located on the right hand side of the screen.

Confirming a Transfer to Other Supply Officers:

NOTE: By confirming a Transfer to Other Supply Officers all items will be expended from stock so
ensure that the items have been taken by the Receiving Activity prior to Confirmation.

1. To Confirm a Transfer to Other Supply Officers, scroll and select the appropriate expenditure number
from the Transfer Search scroll down field.
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2. Click on the Confirm Transfer button and the following message will appear:

Sales Officer
IUSS George Washington (CWh-

FPO AE 09550-2873 pO-Many- 2000
MawSUP PUB 487 par 720

3. Click on the OK button and the transfer will be confirmed. You will note that the system will place a
check mark in the Transfer Confirmed box located on the right hand side of the screen. Refer to the
following figure:

Transfers to Other Supply Dfficers
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TRANSFER T OTHER

Confirmed

4. TRANSFER DATE

5. EXPEHDITURE HUMBER

SIPPLY OFFICER Fage 1 of 1 3 -May00 FROM TRANSFERING SHIP
YIOET201 52-7545
6. TRANSFERRE D FROM 7. DATE MATERLAL REQUIRED
LIC W20632 30-tap-00
LSS SAIPARN LHA-2
0954591605
9. TRAMSFERRBED TO: 10 AUTHORITY OR PURPOSE

Sales Officer

USS Gearge Washingtan [(CWM-73)

M&VSUP P UB 457 par 7200

12 .REQUISITION HUNBER

Y2121 401520025
13. 5HP TO: 14 DATE SHIPPED
Sales Officer
S5 George Washington (CWYRN-T3) 15 MODE OF SHEMENT
FPO AE 09550-2873
16. AIR MOYEMENT DESIGHATOR
17. Accounting and Appropriation Data
Appropriation Symbol | Object Bureau Bub | Authrization |(Trans Property Cost Amount
And SubHead clazs | Control Hoo Allot | Acct'g Act™o | Type | Acct'g Act'y Code
O7w 4930 M1 A, Qo0 2001 ] o0250 7 Wa1214 Q00001 529925 F529.02
Stock Humber D escription Oty Unit Book B ook XFER XFER Gain
Cost Cost Ext. Cost COST Ext {los=)
Q500000293 CAMNDY, SMICKERS BAR 194 EL  F0.3300 54.02 $0.3300 654 .02 $0.00
1100000705 DEMTAL FLOSS, J&Jd 120 F0.9100 $109.20 F0.9100 $109.20 F0.00
WA E D LI YA HED
0700002336 POP SECRET MW POPCZORMN 80 $0.4000 FL36.00 F0.4000 F236.00 F0.00
BUTTER
55231221 35MED T-SHIRTS HANMES COTTON 52 24 PK  F5.9600 $143.04 F5.0000 $120.00 (F23.04)
MED
Total Book Cost $552.26
Gainf{Loss) realized, posted to Cost of Ops Retail $23.04)
Expenditure Total $529.22
Approved for transfer by
Received by
Date
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Transfer to Other Appropriations:

This function lets you transfer stock to other divisions (for example, the officer's mess) outside your

ship’s store system, but within your ship. Double-click on this selection and the following screen will
appear:

Transfers to Other Appropriations

‘|Transfer Search|—

Add New Transfer Cancel Transfer Print Transfer Invoice

Add/ View Line Items Confirm Transfer

Return

~|Transfer Infor mation |

Expenditure Mumber |

Transfer Canfirmed [~

% Transfer Cancelled
~|Requisiti0ning Activity |
Requisition Mumber I

Delivery Required I Shipped Date I

~|Transferring Activity |
Author ity Purpose | ] Ships Address 1
& PierSide Address
Made of Shipment | ] & G e
Accounting Data

Input Acct. Data |

From this screen, you can initiate the movement of stock to a division/ department within your ship.

1. To create a new Transfer to other Appropriates, click on the Add New Transfer button. The

Expenditure Number field will be automatically populated with the next available expenditure
number. Refer to the following figure:
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Transfers to Other Appropriations

I = ST [ Add NeT&Transfer Cancel Transfer Print Transfer Invoice
I :I Add/view Line Items Confirm Transfer

-|Transfer Inforrmation I
Expenditure Numbér [V20632-0154-7547 Transfer Confirmed [~
Transfer Cancelled

~|Requisiti0ning activity |
Fequisition Mumber I

Delivery Required I Shipped Date I
~|Transferring Activity |

SalES OFFICER Autharity Purpose I j Ships Address —
USE SAIPAM LHA-Z % PigrSide Address
FIER 5 Mode of Shipment | ] [ e

MORFOLE, WA,

Return

~|ﬂcc0unting Data

Input Acct. Data |

Enter the position title of the officer in charge of the requisitioning activity. 1.E. Food Service
Officer, Supply Officer etc., on the first line of the Requisitioning Activity field.

Enter the name and hull number of the ship on the second line in the Requisitioning Activity field.
Enter the FPO address on the third line on the Requisitioning Activity field.

Enter the Requisition Number in the Requisition Number field.

Double click in the Delivery Required field and select the date that delivery is required.

Double click in the Shipped Date field and select the date that the stock was or will be shipped.
Scroll and select the appropriate statement in the Authority Purpose field.

Scroll and select the method of shipment in the Mode of Shipment filed. Refer to the following
figure:
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Transfers to Other Appropriations

iceiielier Ssetin ' Add Wew Transter Cancel Transfer Print Transfer Invoice

Add/¥Yiew Line Items Confirm Transfer Return

~|Transfer Information i

Expenditure Number [v20632-0154-7547 Transfer Confirmed [~
Transfer Cancelled

- Requisitioning Activity |

This_number iz
Food Service Officer Requisition Mumbst_ [v20632-0154-1234 provided by the
requlsitioning
IUSS Saipan (LHA-2) activity.
FPO 09540- 16035 Celivery Required I 02-Jun-2000 | Shipped Date I 02-Jun-2000

-|Transferring Activity I

SALES OFFICER Autharity Purpose |NAV5UF‘ PUB 487 par ?3@\ Ships Address
LSS SAIPAN LHA-2 " PierSide Address
FPO AE 09349-1605 Maode of Shipment IHAND DELIYERED ! 'l 34 o E
Scroll and
=elect the
apprupriaﬁ?
~|Acc0unting Data|— selection.

Input Acct. Data

10. Click on the Input Acct. Data button and the following screen will appear:

G5FK Accounting Form l
Blireall Prop.
Appropriation Symbol Obj, Cls Cirl Mo, Sub Allot, suth, Acct, Trans Twpe  Acct Cost Code
|1?:-:i1453.2241 ||:|25 |41118 ||:| ||:u:u:n:|31 |lJ | |2EIE|32?‘31?DF‘Z

L3

Confirm Acct. Data | Return

11. Once you have entered all the accounting data click on the Confirm Acct. Data button. The
following message will appear:
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G5K Accounting Form
MaxPoint POS System I—

Appropriation Syt @ “You are about to zave the accounting data for this expenditurel This (05t Code
A dllE ; A

17W1453 o741 action iz imeverzable. Do pou wish bo continue? 1 70PT

reomTT e DA T refurn

12. Click on the Yes button to confirm information or No not to confirm.

NOTE: Ensure that prior to confirming the Input Acct. that you have the correct and complete
Accounting data to be entered. If you do not complete this field in its entirety the information
cannot be changed later. A new expenditure will need to be generated.

Note: X=THE FISCAL YEAR. This Accounting data will be obtained from the Requisitioning
activity.

G5K Accounting Form |

=== EriogEy
) ) = e L o o 8 e e = e | e g o A e e g = e = e L0 ) o =
17X1453.2241 ||:|25 |4111EI 0 ||:n:u:u:|31 |1J | |2EIE|32?31?DF'E

onfirm Acct, Data | Retu FE

13. Click on the Return button to return to the previous screen.

99
Updated 27 December 2000
Version 00.03E



Tranzfers to Other Appropriations

—
| Add Neyr Transier |
. r = |

| N |
Tt e

[veoesa-0t54-7547

Food Service Officer W 20632-0154- 1234

LSS Saipan (LHA-2)

FPO 09549-1603 02-Jun-2000 02-Jun-2000

MAWSUP PLIB 487 par 732
HaMD DELIVERED

14. Click on the Add/ View Line Items button and the following screen will appear:

rangfers to Other Appropriation - Article Information

TR |

T T o o wew[ ®ow] ww

15. Enter the SKU (STOCK NUMBER) in the Article Number field. The description will populate by default
one the item is found by the system.
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16. Enter the Quantity to be transferred in the Quantity field.

NOTE: The QOH field will populate by default. This number is the quantity on hand.

Refer to the following figure:

Rlansfers to Other Appropriation - Article Information

Expenditure Mo IV20632-0154-?54? |

Reimburserment

Article No Description QOH Quantity UnitCost  Tatal Cost Cost

b [EEEEEEEER - [cHIPS, CHEETOS CRUNCHY VENDING 432[ =200 02200 [ $44.0000 £44.00 =
0700005032 | v ||[SHACK, DORITO NACHO YENDING 820 200 $0.2200 | $44.0000 $44.00
0700005036 - |[SNACK, FRITO REG V/MACHINE ss2| zo0| $0.2100 [ $44.0000 44,00
0700005038 | - |[SHACK, LAYS KC BBQ YENDING 548 zo0[ $0.2200 [ $44.0000 $44.00
0700005940 | v |[SMACK, LAYS REGULAR YENDING 22| =zo00| $0.2200 | $44.0000 $44.00

b -l 0 0| $0.0000 $0.0000 $0.00

-

Totals | $220.00 | $220.00

Return |

17. The Unit Cost field populates by default. When you enter quantities in the Quantity field the Total Cost
field automatically calculates.

18. The Reimbursement Cost field is designed to populate by default with the same figure as the Total
Cost field, however there may be a time that a mutually agreed upon price for transfer is made. In
these situations the total cost at the agreed price will be manually entered in this field, overriding the
system’s Reimbursement Cost price total. There will be a variance between the Total fields. The
difference will be realized and taken up as a Cost of Operations Retail.

19. Click on the Return button to go back to the previous screen.

101
Updated 27 December 2000
Version 00.03E



Canceling a Transfer to Other Appropriations:

1. To cancel a previously created Transfer to Other Appropriations that has not been confirmed, scroll
and select the appropriate expenditure number from the Transfer Search scroll down field.

2. Click on the Cancel Transfer button and the following message will appear:

MaxPoint POS System B

Y'ou are about to zancel tranzfer number YW20632-0154-7547F. Do pou
wizh to continue?

ez

3. Click on the Yes button and the transfer will be canceled. You will note that the system will place a
check mark in the Transfer Cancelled box located on the right hand side of the screen.

Confirming a Transfer to Other Appropriations:

NOTE: By confirming a Transfer to Other Supply Officers all items will be expended from stock so
ensure that the items have been taken by the Receiving Activity prior to Confirmation.

1. To Confirm a Transfer to Other Appropriations, scroll and select the appropriate expenditure
number from the Transfer Search scroll down field.

2. Click on the Confirm Transfer button and the following message will appear:

TRAMSFER WARMNING

AFTER CONFIRMING & TRANSFER, *OU wILL NOT BE ABLE TO
MAKE &MY CHANGES TOIT.

3. Click on the OK button and the transfer will be confirmed. You will note that the system will place a
check mark in the Transfer Confirmed box located on the right hand side of the screen. Refer to
the following figure:
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Transfers to Other Appropriations

4. Click on the Return button.
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TRANSFER TO OTHER

Confirmed

4.TRAHSFER DATE

5. EXPEHDITURE HUMBER

Food Service Officer
USS Saipan (LHAZ)
FPO 02549- 16045

MAVSUP PLUB 487 par 7321

APPR OPRIATION Page 1 of 1 - un FROM TRANSFERING SHIP
f20632-0154-7547
6. TRANSFERRE D FROM 7. DATE MATERIAL REQUIRED 8. PRIORITY
V20632 02-Jur-00
IS5 SAIPAN LHA-2
09549-1605
9 TRANSFERBED TO: 10 AUTHORITY OR PURPOSE

11 SIGNATURE

12 .REQUISITIOH HUMBE R
FROM RECEIVING SHIP

20632-0134-1234

13 SHP TO:
Food Service Officer
LISS Saipan (LHA-2)
FPO09549-1605

14 DATE SHIPPED

15 MODE OF SHPMENT

16. AIR HOVYEMENT DESIGNATOR

17. Accounting and Appropriation Data
Appropriation Symbol Object Bureau Sub | Authorization |Trans Property Cost Amount
And SubHead clags | Control Ho. |Allot | Acct'g Act'Y | Type | Acct'g Act'y Code
17H1453.224 026 41118 1 00003 1. PS8, 206327 HTOPZ $220.00
Stock Hummber Description aty  Unit Book Book XFER XFER Gain
Cost  CostExt  Cost COSTExt. {loss)
O7ooaos924 CHPS, CHEETOS CRURMCHY 200 E&  §0.2200 F44 .00 F0.2.000 F44.00 FO0.00
YEMDING
ovooaos9s2 SMACK, DORITO NACZHO 200 F0.2200 F44.0 F0.2.00 F44.00 F0.00
YEMDING
0700005936 SMACK, FRITO REG WM ACHIME 200 $0.2100 Fd42.00 §0.2200 $44.00 $2.00
O7o0ao0s93s SMACK, LAYS KC BB YERNDING 200 F0.2200 F44.0 F0.2.00 F44.00 F0.00
ovooacs94a SR ACHK, LAYS REGULAR 200 F0.2200 F44 .0 F0.2.00 F44.00 F0.00
YEMDING
Total Book Cost $218.00
Gain{lo=s) realized, posted to Cost of Ops Retail $2.00
Expenditure Total $220.00
Approved for transfer by
Received by
Date

Confirmed Transfer Other Appropriation
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Bulk Sales / Credit Memo:

This function lets you return unsold or defective stock to vendors for cash refund or credit, and conduct
Bulk Sales. Click on this option, and the following screen will appear:

Rulk Sales [Cash Refund)/Credit Memo

—|Expendit.1re Search|——
I—_[ Print Eance] Help
Add/View Line Items MNew Document Confirn Return |

~|Expendit.1re Infor nation |

Expenditure No [V20632-0077-7534  Cost Code [000000777534 Expenditure Type [ Confirmed I~
¢ Cash Refund/ Bulk Sale Carcelled

Receipt Mo IDDISQ

—|Vendor}5hipped To Information|

@ Credit Memorandurm

e (= o =l I [DEte Requited I
Attty FLrEEEE I j DEte ShipEes I

From

SALES OFFICER Ships Address

LSS SAIPAN LHA-2 & PierSide Address
PIER 5  FPO Address
MORFOLEK, Wa,

Creating Credit Memorandums:

1. Click on the New Document button. The next available expenditure number will be assigned.

2. Select the Credit Memorandum option in the Expenditure Type field. Refer to the following figure:

Rulk Sales [Cash Refund)/Credit Memo

*|Expenditure Search |——
I—_[ Print Eance] Help
Add/Vview Line Items New Document Confitm Return |

~|Expendit.1re Irifar ration |
Expenditure No |V20632-DD??-?534 Cost Code IDDDDDD???534

Receipt Mo IDDGQ Select the type of
i transaction you -~
want to initiate.

SCEEr Numberl [DEte Bequited I
Attty Purposel J DEte Shipped I

Exj VI
¢ Cash Refund/ Bulk Sale

@ Credit Memorandurm

Confirmed [~

Cancelled &

—IVendor[Shipped To Information|

From
SaLES OFFICER
LSS SAIPAN LHA-2
PIER 5

NORFOLE, YA,

Ships Address

¥ PierSide Address
 FPO Address
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3. Enter the name of the Vendor on the first line of the Vendor/ Shipped to Information field.

4. Enter the address of the vendor the second through fourth lines in the Vendor/ Shipped to
Information field.

5. Enter the Purchase Order number that the stock was originally ordered in the Order Number field.
6. Double click and select the appropriate date in the Date required field.

7. Double click and select the appropriate date in the Date Shipped field.

8. Scroll and select the appropriate statement in the Authority Statement field.

9. Select the appropriate address in the Ships Address field. Refer to the following figure:

Bulk Sales [Cash Refund)/Credit Memo

*|E}{pendit.,lre Search | ——
Print Cancel Help
IV20532-D 154-7348 ~ I :
[ladd/ view Line Items | New Document Confirm Return |
L
—|Expend iture Information i
Expenditure Mo |V20632-0154-?54EI Cost Code IDDDDDIS4?548 Expenditure Type [ Confirmed
¢ Cash Refund, Bulk Sale
Receipt Mo |0090 / Cancelled
& Credit Memorandum
—|Vendor/5hipped To Infor mation| 3
C. Lloyd Johnson Inc, Order Number IV20632—0091-9?54 Date Required I 15-Jun-2000
1234 Harnpton Blvd,
Morfollk, WA, 65432 Authority Purpose |NAVSUF‘ PUB 487 par 7322 d Date Shipped I G/2/2000
]
From
SALES OFFICER Ships Address
US5 SalPan LHA-2 & PierSide Address
FIER 5 ¢ FRO Address
MORFOLE, WA,

10. Click on the Add/View Line Items button. The following screen will appear:
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Bulk 5Sales/Cash Refund - Article Information

11. Enter the SKU (STOCK NUMBER) in the Article Number field. The description will populate by
default one the item is found by the system.

12. Enter the Quantity to be returned in the Quantity field.

NOTE: The QOH field will populate by default. This number is the quantity on hand. Refer to the
following figure:

Bulk Sales/Cash Retund - Article Information

Beiew R |

[ 5[ ou C
e -
[ = [ o] of ¢oooo0[ 00000 [ s0.00

N
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13. The Unit Cost field populates by default. When you enter quantities in the Quantity field the Total
Cost field automatically calculates.

14. The Reimbursement Cost field is designed to populate by default with the same figure as the Total
Cost field, however there may be a time that a mutually agreed upon price for return is made. In
these situations the total cost at the agreed price will be manually entered in this field, overriding
the system’s Reimbursement Cost price total. There will be a variance between the Total fields.
The difference will be realized and taken up as a Cost of Operations Retail.

15. Click on the Return button to go back to the previous screen.

Canceling a Credit Memorandum:

1. To cancel a previously created Credit Memorandum that has not been confirmed, scroll and select the
appropriate expenditure number from the Expenditure Search scroll down field.

2. Click on the Cancel Transfer button and the following message will appear:

% axPoint POS System B

Y'ou are about to cancel expenditure number W20632-0154-754381 Do
oL wWish bo continue?

3. Click on the Yes button and the transfer will be canceled. You will note that the system will place a
check mark in the Cancelled box located on the right hand side of the screen.

Confirming a Credit Memorandum:

1. To Confirm a Credit Memorandum, scroll and select the appropriate expenditure number from the
Expenditure Search scroll down field.

2. Click on the Confirm button and the following message will appear:
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BULK SALE/CREDIT MEMO WARHMING E

AFTER COMFIRMING & BULE SALEACREDIT MEMO, ¥OLU WILL
NOT BE ABLE TO MAKE ANy CHAMGES TOIT.

3. Click on the OK button and the credit memorandum will be confirmed. You will note that the system
will place a check mark in the Confirmed box located on the right hand side of the screen.
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Credit Memorandum Retail Confirmecd 4.EXPEHNDITURE DATE | 5. EXPEHDITURE HUMEBER
Page 1 of1 | 02-Jund00 W20E320154-T545
6. FROM 7. DATE MATERIAL REQUIRED 8. PRIORITY
NG W20632 15-Jur-00
LSS SAIPARN LHA-2
095491605
i=h
9.T0: 10 AUTHORITY OR PURPOSE
. Lloyd Johnsan . MAYSP PUB 487 par 7322
1234 Hamptaon Blvd.
Morfolk, WA, 65432 11 SIGHATURE 12 VOUCHER H
W20E320091 -9754
13 5HFPTOD 14 DATE SHIPPED
C. Lioyd Jahnson Inc. 22000
1234 Hamptan Bled. 15 MODE OF SHPMENT
Marfalk, WA 65432
16. AIR MOVEMENT DESIGHATOR
17. Accounding and Appropriation Data
Appropration Symbol Object Bureau Sub | Authorization |Trans Property Cost Amount
And SubHead clagze | Control Hoo llot | Acct'g ActY | Type | Acct'g Act’y Code
A7 K930 M1 A Qoo 2100 0 000250 T W20E32 000001 547545 F239.50
Stock Humber Description Oty Unit Cost Ext. Cost Sale/Credit Gain Joss)
23000037335 HE ADP HOME SORY EARBUD 10 EA $5.9500 $59.50 §58.50 F0.00
#MORESILP
23000037345 HE A0P HOME SOMY YERTICLE E 2R 15 F14.1000 $211.50 $180.00 (531,50
#MDR 440
Total Book Cost $271.00
Gain{l o==) realized, posted to Co=st of Ops Retail ($31.50)
Expenditure Total $239.50

Confirmed Credit Memo
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Creating a Cash Refund/Bulk Sale:

Click on the New Document button.

Select the Cash Refund/Bulk Sale option in the Expenditure Type field. The next available expenditure
number will be assigned. Refer to the following figure:

Nulk Sales [Cash Refund)/Credit Memo
~|E><penditure Search | ——

Print Cancel Help
[
| Add/View Line Items New) Document Confirm Return |

—IExpend iture Information I

Expenditure No [v20632-0157-7550  Cost Code [D00001577550 Expenditure Type ' Confirmed ™
Receipt Ho l— & Cash Refund/ Bulk Sala Cancelled T
¢ Credit Memarandum
—|Vend0r}5hipped Ta Information|
Order Numberl Date Required I
Autharity Purpasel j Date Shipped I

From
SalES OFFICER Ships Address|—
LSS SalPaM LHA-2 ' PierSide Address
PIER 5  FPO Address
MNORFOLE, YA, - @@ |

For Cash Refunds-Enter the name of the Vendor on the first line of the Vendor/ Shipped to Information
field.

For Bulk Sales-Enter Officer in Charge on the first line of the Vendor/Shipped to Information field.

Enter the UIC and address of the vendor or requisitioning activity on the second through fourth lines in
the Vendor/ Shipped to Information field.

For Cash Refunds-Enter the Purchase Order number that the stock was originally ordered in the Order
Number field.

For Bulk Sales-Enter the Order Number supplied by the requisitioning activity.
Double click and select the appropriate date in the Date required field.

Double click and select the appropriate date in the Date Shipped field.
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8. Scroll and select the appropriate statement in the Authority Statement field. Refer to the following
figure:

Bulk Salez [Cazh Refund)/Credit Memo

*|Expendit.1re Search|——
Print Cancel Help
IV20632-D 157-7350 - I

—|Expend iture Information i

Expenditure Mo |V20632-015?-?550 Cost Code IDDDDDIS??SSD
Receint Mo I

—|Vend0rf5hipped Ta Information|

Add/View Line Items New Document ‘ Confirm Return |

Expenditure Type| Canfirmed
& Cash Refund/ Bulk Sale Cancelled ™
¢ Credit Mermorandurm

Date Required I
Date Shipped I

Officer In Charge
MNawy Exhange Morfolk
1218 SOUTH DR
Morfalk, Ya 65432

NavSUP PUB 487 par 7321
MNAVSLUP PUB 427 par 7200

| MAVSLIP PUB 427 par 7522

From
Order Humber Supplied SR PUR 457 par 2205 -
SALES OFFICER by the reguisitioning W 7 P Ships Address
& PierSicde Address

USS SAIPAM LHA-2  activity.
PIER 5 Select the appropriate statement
az referenced by the P-487.

MORFOLE, WA,

¢ FRO Address

9. Click on the Add/View Line ltems button.
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Rulk Sales/Cash Refund - Article Information

1000005301

oomcene 1]
ooz o]
oo o]
- o

-

10. Enter the SKU (STOCK NUMBER) in the Article Number field. The description will populate by default
one the item is found by the system.

11. Enter the Quantity to be returned or Transferred in the Quantity field.

NOTE: The QOH field will populate by default. This number is the quantity on hand.

Refer to the following figure:
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Rulk Sales/Cash Refund - Article Information
Expenditure No |V2DE|32-015?-?550

Reimburserment

Article Mo Description QOH  Quantity  Unit Cost Total Cost Cost
1000005301 JIDEORDERANT MITCHUM ROLL OM 24 24 $£2.5400 $£60.9600 $60.96 =
1100002108 jISHAMPOO, PERT PLUS 7oz (AFS) 24 24 $£1.9700 $£47.2800 $£47.28
1100002231 jIREVLON FLEX BALSOM 24 24 £1.9000 $45.6000 $45.60
1100002801 jISUNTAN COPPERTOME SPF4 FLAM 48 48 $£3.1500 | $151.2000 $151.20
& = i o[ $0.0000 $0.0000 $0.00
Totals [ $305.04 [ $305.04

12. The Unit Cost field populates by default. When you enter quantities in the Quantity field the Total Cost

field automatically calculates.

13. The Reimbursement Cost field is designed to populate by default with the same figure as the Total
Cost field, however there may be a time that a mutually agreed upon price for return is made. In these
situations the total cost at the agreed price will be manually entered in this field, overriding the system’s
Reimbursement Cost price total. There will be a variance between the Total fields. The difference will
be realized and taken up as a Cost of Operations Retail.

14. Click on the Return button to go back to the previous screen.

Canceling a Cash Refund/Bulk Sale:

1. To cancel a previously created Cash Refund or Bulk Sale that has not been confirmed, scroll and

Return |

select the appropriate expenditure number from the Expenditure Search scroll down field.

2. Click on the Cancel Transfer button and the following message will appear:
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MaxPoint P05 System

You are about to cancel expenditure number Y20632-0157-75500 Do
naLl wish o continue?

3. Click on the Yes button and the transfer will be canceled. You will note that the system will place a
check mark in the Cancelled box located on the right hand side of the screen.

Confirming a Cash Refund/ Bulk Sale:

1. To Confirm a Cash Refund or Bulk Sale, scroll and select the appropriate expenditure number from the
Expenditure Search scroll down field.

2. Click on the Confirm button and the following message will appear:

BULK SALE/CREDIT MEMO WARMNING E3

AFTER COMNFIRMING & BULE SALE/CREDIT MEMO, wOU WwiILL
MOT BE ABLE TO MAKE AMY CHANGES TOIT.

3. Click on the OK button and the credit memorandum will be confirmed. You will note that the system
will place a check mark in the Confirmed box located on the right hand side of the screen.
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Bulk |e.lI Cash Retail Confirmed 4EXPEHDITURE DATE | 5. EXPEHDITURE HUMBER
Refund Page 1 of1 |05-Junddd W20632-01 57-7550
6. FROM 7. DATE MATERIAL REQUIRED &. PRIORITY
UG w20632 06-Jur-00
USS SAIPAMN LHA-2
095451604
9.10: 10 AUTHORITY OR PURPOSE
Officer In Charge MAVSIIP PUB 487 par 2205
Mavy Exhange Morfolk
1818 SOUTH DR 11 SIGNATURE 12 YOUCHER 4
Morfolk, WA 65432 enter number here
13 SHPTO 14 DATE SHIFPED
Officer In Charge Bi52000
Mavy Exhange Marfalk 15 MODE OF SHPMENT
18318 S0UTH DR
Morfolk, WA 65432
16. AIR MOYEMEMT DESIGMATOR
17. Accounting and Appropriation Data
Appropriation Symmbol Object Bureau [Sub | Authorization (Trans Property Cost Amount
And SubHead class | Conirol Ho. Allot | Acct'g Act™Y | Type | Acct'g Act’y Code
Q74930 M1 & a0} 21001 1] Q00250 T WAOE32 000001577550 Fa05.04
Stock Humber Description Oy Unit Cost Ext. Cost Sale/Credit Gain Joss)
1000005301 DECRODERAMT MITCHUM ROLL OM 24 EA $2.5400 FE0.96 F60.96 $0.00
1100002231 RE%LOM FLEX BALSOM 24 $1.9000 F45.60 F45.60 §0.00
1100002102 SHAMP OO PERT PLUS Yoz (AFS) 24 $1.9700 F47 .25 F47 .25 $0.00
1100003501 SUMT AW COPPERTOME SPF4 FLAM 45 $3.1:300 F151.20 F151.20 §0.00
Total Book Cost $305.04
Gainlloss) realized, posted to Cost of Ops Retail $0.00
Expenditure Total $305.04

Confirmed Bulk Sale/ Cash Refund
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Cost of Operations:

This function allows you to transfer stock to your own ship’s store system, for the purpose of using this

stock for your operation. Double-click on this selection and the following screen will appear:

Cost of Operations [Retaill/¥ending]

~|Cost of Ops Search | ——

New Cost of Ops

Print Invoice

Confirm Cost of Ops

II :I'

Add/View Line Items

Cancel Cost of Ops

Return

—|Cost of Ops Infor rmation |

Expenditure Mo I
Location created IQQ
Cost of Ops date I 05-Jun-2000

Motes

I
Type of Cost il Cost of Ops Confirmed -
 Yending Sales Cost of Cps Cancelled r

& Petail Sales

1. To create a new Cost of Ops transaction click on the New Cost of Ops button. The next expenditure

number will automatically be assigned. Refer to the following picture:

ost of Operations [Retail/¥ending)

~|C03t of Ops Search | ——

MNew Cost of Ops

Print Invoice

Confirm Cost of Ops

I :I'

Add/view Line Ite[}‘ss

Cancel Cost of Ops

Return

—|Cost of Ops Information |
Expenditure 5150

Location created |99
Cost of Ops date I 05-Jun-2000

MNotes

Type of Cost

& wending Sales
% Retail Sales

Cost of Ops Confirmed r
Cost of Ops Cancelled rC

2. Select the appropriate operation in the Type of Cost field. Refer to the following figure:
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ost of Operations [Aetail/¥ending)

3. You can enter any notes on the transaction in the Notes field, however these notes do not appear on
the final document.

4. Click on the Add/View Line Items button. The following screen will appear:

Eosl of Dperations - Article Information

r - [ of of wooo] s

5. Enter the SKU (STOCK NUMBER) in the Article Number field. The description will populate by default.
6. Enter the Quantity in the Quantity field.
NOTE: The QOH field will populate by default. This number is the quantity on hand.
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Refer to the following figure:

Cost of Dperations - Article Information

|Expendit.1re Mo IﬁlElD |
Article Mo Description QOH  Quantity  Unit Cost Total Cost
|2252200039 jIBATTERIES, ENERGIZER SIZE "D" 2pk 48 10 $1.5200 $£15.2000 =
4l = 0 o| $o.0000 [ go.0000

-

Total[  $15.20
Return |

7. The Unit Cost field populates by default. When you enter quantities in the Quantity field the Total Cost
field automatically calculates.

8. Click on the Return button to go back to the previous screen.

Canceling a Cost of Ops:

1. To cancel a previously created Cost of Ops that has not been confirmed, scroll and select the
appropriate expenditure number from the Cost of Ops Search scroll down field.

2. Click on the Cancel Cost of Ops button and the following message will appear:

CANCEL COST OF OPS

@ Y'ou are about to zancel cost of opz number 5180, Do wow wish to

%cnntinue?
Cancel |
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3. Click on the Yes button and the transfer will be canceled. You will note that the system will place a
check mark in the Cancelled box located on the right hand side of the screen.

Confirming a Cost of OP’s:

1. To Confirm a Credit Memorandum, scroll and select the appropriate expenditure number from the Cost
of Ops Search scroll down field.

2. Click on the Confirm Cost of Ops button and the following message will appear:

MaxPoint POS System [ ]

AFTER COMFIRMING & COST OF SALES., w¥OU WILL MOT BE
ABLE TO MAKE &MY CHANGES TOIT.

[:\%ancel |

3. Click on the OK button and the credit memorandum will be confirmed. You will note that the system
will place a check mark in the Confirmed box located on the right hand side of the screen.

Cunﬁrmed - - Ruﬂ DﬁtE: 6;’5.”]0
Cost of Operations Retail -
Fun Tithe: 11:39
T
R Store To Cost of Operations Retail
A IWERCHANDISE RECEIVED BY (SIGHATURE) {DATE)
Tg Store From 99
F IWERCHANDISE DELIVERED BY (SIGHATURE) (DATE)
E Breakout Mumhber 6180
THIS FOR.ISSUED BY (SIGHATURE) (DL TE)
Qtysent  Qty Revd
Q ity Extended from Siore at Store
Siock # Description Unit Cost  Reguested Cost 99 1]
2252200039 BATTERIES, ENERGIZER. SIZE "D 2pk E4 152 1 $15.20 | | |
Grand Total $15.20
T ]
Confirmed Cost of OP’s
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Surveys:

This function lets you document and quantify the circumstances and monetary impact associated with the
loss of, or damage to ship’s store stock. A survey is the process of assessing and reporting these
circumstances or incidents and then charging the stock off of your ships store operation. To create or
review a survey, double-click on this selection, and the following screen will appear:

—|Sur\rey Search
| c]

1Sur\rey Infor mation |
Expenditure Mo I Survey Type

& MNWCF Survey Cancelled ™
Reasonl 'I -

SSPM, RETAIL

~
SSPM, VENDING Loss,/Gain Discovered I

—{ 0, Circumstances under which property wa5|—| ¥ Lost [T Gained [T Damaged [T Destroyed —

Print Survey Invoice | Cancel Survey | Return |

Add/view Line Items | New Survey | Confirm Survey |

Survey Confirmed [

—| 10, Actions Taken to Correct Circumstances reported in block 9 and prevent future occurrences

|11. Individual completing blocks 9 and 1D|

a. Typed Narme(Last,First, Initial) | d. Autoeon Ko I

—|12. Responsible Oﬂ’lcerl
a. Organizational Address

b. MName I
C. Autovon Mo I
—{13. Accountable Ofﬁcerl

a. Mo of docurnents used to adjust property record I 0

b.Organizational Address

| C. Mame |
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New Survey:

Markdown to Zero:

1. Click on the New Survey Button. The next available expenditure number will be assigned. Refer to the
following figure:

—ISur\rey Search
[ -]

Print Survey Invoice Cancel Survey Return

Add/fView Line Items NEw, Survey Confirm Survey

'|Sur\rey Infor mation i

Survey Confirmed [

Expenditure =4 000-0362-7900

Lirvey Type

& MWCE Survey Canceled

Reaszaon
C SSPM, RETAIL

~
SSPH, VENDING Loss/Gain Discovered I

2. Scroll and select the appropriate survey reason in the Reason field.

Survey Search
! -]

Print Survey Invoice Cancel Survey Return

Add/¥iew Line Items New Survey Confirm Survey

‘|Survey Infor mation i

Expenditure Mo |V24EIEIEI—E|3E|2—?9EID -|Survey Type

Reasclnl { v| o

55PN, RETAIL

g T -
Flood S=RM, VENDING Loss/Gain Discovered I
Theft /
Q. Circums Waﬁerw was—l ¥ Lost [T Gained [T Damaged [T Destoyed —

| [yl
From the Survey Type field you can initiate one of three types of surveys:

Survey Canfirmed

Survey Cancelled ™

Note: See the P-487 for further information.

1. Survey to NWCF, Requires Suppo Approval up to $10,000.00 and Commanding Officer's
approval $10,000.00 and above.

2. Survey to SSPN, Retail. Requires Supply Officers Approval.
3. Survey to SSPN, Vending. Requires Supply Officers Approval.
Note: REFER TO THE P-487 FOR SELECTING THE APPROPRIATE TYPE OF SURVEY.

3. Select the SSPN, Retail option. Refer to the following picture:
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garvey |
Survey Search
| =]

Print Survey Invoice Cancel Survey Return

Add/View Line Items New Survey Confirm Survey

‘|5urvey Infor mation i

ExpenditLre No [v24000-0362-7900 Survey Confirmed I~

Survey Canceled

Reason |Marl<dcuwn o Zef -

& {SSPN, RETAL:
SSPH, VENDIN

Loss/Gain Discovered I

4. Double click in the Loss/ Gain Discovered field and select the appropriate date.

5. InBlock 9, Check on the Damaged Box and enter the following statement:
» “Markdown to Zero”

6. Inblock 10, enter the following statement:

» “Markdown to Zero”

Refer to the following figure:

‘|5urvey Inﬁ:urmatin:uni

Expenditure Mo |v24|:n:u:|—|:|352—?9|:n:| Survey Type—— Survey Confirmed T
 MACF Survey Cancelled T

Feason |Markdn:|wn to Zer j
* 55PN, RETAIL

| £ SSPN, VENDING Loss/Gain Discoveréd iz?‘DEE‘EDDD P

—| 9, Circumstances under which property was|—| [ Lost [ Gaine@ [T Destroyed —

<1@mwn to Zera.

—| 10, Actions Taken to Correct Circumstances reported in block 9 and prevent fuiure |:u:|:urrer‘u:95|

@Dwn to ZEFO

7. Block 11 leave blank.

8. Inblock 12a, enter the Ships name and hull number.

9. In block 12b, The system populates Suppo’s name by default..
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10.

—| 12, Responsible Ofﬁl:erl

—| 13, Accountable Dfﬁl:eri

11.

12.
13.
14.
15.

16.

In block 13, leave the number of documents used to adjust property record blank. The system
populates the Ship’'s name and Sales Officer's name by default. Refer to the following figure:

|11. Individual cormpleting blocks 9 and 1III|

a. Typed Mameilast,First, Initi Sales Officer's narme and rank i, Autowvon Ko |444—1111

a. Organizational Address Enter the Sale=z Qfficer's name and rank in thi= field

LJ55 CLASSROOM CYN-SO b. Mame |Sales Officer's name

C. Autovon Mo |444—1111

a. Mo of documents used to adjust property record I
b Organizational Address

IS5 CLASSROOM CYN-90

Sales Officer's narme

. Autovon No [444-1111]

Block 14, Enter the following statement:

* "l have personally seen the merchandise listed markdown to zero and have ordered it
destroyed.”

Enter the dollar amount of loss/gain in 14a.
Block 15 — Leave blank.
Block 16 — Leave blank.
Block 17 — Leave blank.

Block 17a- Ensure that the Approve option is checked.

Refer to the following figure:
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—|14. Findings and recomendations Of Survey Officer |
—_—
C:I.ﬂaxgge_rsLallyseen the merchandise listed markdown to zero and have ordered it destroyed

b. Dollar ammount of lossfgain ©. Recmd. pecuniary charge d. Loss/gain to government

QSI—QD/F $0.00 | $0.00

—|15. Survey Officer | Date repart
a.0rganizational Address Submitted Appaintad I—

h. Hame I

C. Autovon Mo |

—|1Eu. Individuzl chargedi
‘|a. I Hawve Examined the Findings... |

= 1) Submit the Attached Statement of Objection Marme I
2y Do Mot Intend to Make such & Staterent BUTERER I
—|17. Appointing OFﬁciaIi
‘|a. Recommendation |_ = b. Comments
o) nsure
L) £To0s Approve 1=
2% Disapprove checked
C.0rganizational Address
d. Name

17. Block 18, Ensure that the Approve block is checked and the system will populate the Suppo’s name
and rank by default. Refer to the following figure:

—|18. Approving Of’ﬂciall

a. Recammendation|

2% Disapprove

b. Comments
En=ure that
the Approve
option i=
checlked

The sy=tem will . — d MHame IM.E. TUELL,LT,SC,LE
enter the SUPPO'=

name and rank by
default .

18. Scroll to the top of the form and click on the ADD VIEW LINE ITEMS button. The following screen will
appear:
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Survey - Article Information

EeeblEmeme] 0000000000000 |

| 2090920020 | cjmey oo fou

18. Enter the SKU (STOCK NUMBER) in the Article Number field. The description will populate by default.

19. Enter the Quantity in the Quantity field. Refer to the following figure:
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Survey - Article Information

Expenditure No |'\-"24DDD-DBI52-?QDD

article Mo Description QOH  Quantity  Unit Cost Total Cost
0700001165 - |[BEEF JERKY, LONG RIDER GIANT | 40( ]y $osooo T gsomoo > 4
4 =l | af o[ $0.0000 [ 00000

-

Totak]__$5.90°

Return |

NOTE: The QOH field will populate by default. This number is the quantity on hand. You cannot
survey more than the QOH field indicates. Ensure that all items in Retail activities are broken back
to Bulk prior to the survey.

20. The Unit Cost field populates by default. When you enter quantities in the Quantity field the Total Cost
field automatically calculates.

21. Click on the Return button to go back to the previous screen.
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Survey to NWCF:

1. Click on the New Survey Button. The next available expenditure number will be assigned. Refer to the
following figure:

—ISur\rey Search
| =l

Print Survey Invoice Cancel Survey Return

Add/View Line Items NEW Survey Confirm Survey

'|Sur\rey Infor mation i

Expenditure o [V24000-0362-7901 Survey Type

& MWCE Survey Cancelled T
Reasu:unl j

Survey Confirmed [

C S5PM, RETAL

~
SR, WENDING Loss/Sain Discovered I

3. Scroll and select the appropriate survey reason in the Reason field.

Sarvey |
Survey Search
| -]

Print Survey Invoice Cancel Survey Return

Add/View Line Items NEW SURvey Confirm Survey

‘ISur\rey Inforrmation i

Survey Confirmed [

Expenditure No |V24DDD-DBE|2-?QD 1

|

Survey Type

& MWCE Survey Cancelled

Fire
Flood

P, WYEMDIMNG Loss/ASain Discovered I
Theft

: /
Missing in Shipmen perWas|—| W Lost [T Gained [ Damaged [T Destroyed ——
|—an o Zero
From the Survey Type field you can initiate one of three types of surveys:

Note: Refer to the P-487 for further information.

1. Survey to NWCF, Requires Suppo Approval up to $10,000.00 and Commanding
Officer's approval $10,000.00 and above.

2. Survey to SSPN, Retail. Requires Supply Officers Approval.

3. Survey to SSPN, Vending. Requires Supply Officers Approval.
Note: REFER TO THE P-487 FOR SELECTING THE APPROPRIATE TYPE OF SURVEY.
4. Select the NCWF option.

5. Double click in the Loss/ Gain Discovered field and select the appropriate date. Refer to the following
picture:
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Survey

—|5urvey Search 1
I J Print Survey Invoice Cancel Survey Return
Add/¥Yiew Line Items New, Survey Confirm Survey
15ur\rey Infor mation i
Expenditure No [v24000-0362-7901 -STrvey Type : Survey Confirmed [~
& MWCE Survey Cancelled ™
Reason IFIDD::J
55PN, RETALL
r- —_—
S5PR, VENDIN Loss/Gain Disu:u:were 27-Dec-2000

6. In Block 9, Check on the Appropriate Box and enter the statement that describes the circumstances
that the item/s were damaged, destroyed or lost.
7. In Block 10, enter a statement for actions taken to correct circumstances reported in Block 9.

Refer to the following figure:
—|9. Circumstances under which property was|—| [T Lost [T Gained [T Damaged W Destroyed —

Deck drain bursted in stareroom destroying electronic stock,

—| 10, Actions Taken to Correct Circumstances reported in block 9 and prevent future Dccurrences|

Electronic stock will be stowed in a different location with shelving units

4. Block 11, leave blank.
5. Inblock 12, the system enters the Suppo’s name by default.

6. Inblock 13, leave the number of documents used to adjust property record blank. The system enters
the Ship’s name and Sales Officer's name by default. Refer to the following figure:
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[ Bl earplet Hee Ol d0]

Sales Officers Mame and rank 444-1111

IUSS CLASSROOM CMN-00 M.E. TUELL,LT,S0,Ut
qa44-2222

Sales Officers narme

7. Block 14, Enter the statement of the Surveying Officer.
8. Enter the dollar amount of loss/gain in 14a.
9. Block 15— Leave blank.

10. Block 16 — Leave blank. Refer to the following figure:

R
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11. Block 17 — Leave blank.

12. Block 17a- Ensure that the Approve option is checked.

13. Block 18, Ensure that the Approve block is checked and the system will enter the Suppo’s name and
rank by default. If the survey is $10,000.00 or above the Commanding Officer must be the approving
official. Refer to the following figure:

Suppo's name, rank

14. Scroll to the top of the form and click on the ADD VIEW LINE ITEMS button. The following screen will
appear:

131
Updated 27 December 2000
Version 00.03E



Survey - Article Information

Beswdkires fraressezset |

. 0909090909000 | ‘mw 0| oo

2. Enter the SKU (STOCK NUMBER) in the Article Number field. The description will populate by default.

3. Enter the Quantity in the Quantity field. Refer to the following figure:
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Survey - Article Information

Expenditure Mo |V24DDD—0362-?901

Article Mo Description QCH  Quantity  Unit Cost Total Cost
I23IJEID|336EIQ j FORTABLE CD 3 3| $58.0000 | $174.0000 =l
» || -] 0 o[ 0.0000 01,0000

-

Total [ $174.00

Return |

NOTE: The QOH field will populate by default. This number is the quantity on hand. You cannot
survey more than the QOH field indicates. Ensure that all items in Retail activities are broken back

to Bulk prior to the survey.

4. The Unit Cost field populates by default. When you enter quantities in the Quantity field the Total Cost

field automatically calculates.

5. Click on the Return button to go back to the previous screen.

Canceling a Survey:

1. To cancel a previously created Survey that has not been confirmed, scroll and select the appropriate

expenditure number from the Survey Search scroll down field.

Note that a confirmed survey cannot be canceled.

2. Click on the Cancel Survey button and the following message will appear:
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M axPoint POS System

“'ou are about bo cancel survep number Y20832-0157-75521 Do pou
wizh to continue?

3. Click on the Yes button and the survey will be canceled. You will note that the system will place a check
mark in the Cancelled box located on the right hand side of the screen.

Confirming a Survey:

1. To Confirm a Survey scroll and select the appropriate expenditure number from the Survey Search
scroll down field.

2. Click on the Confirm Survey button and the following message will appear:

SURVEY WARMNING

AFTER COMFIRMIMG & SURYEY, ¥OU 'wILL MOT BE ABLE TO
MAKE AMY CHAMGES TOIT.

oK. |

3. Click on the OK button and the credit memorandum will be confirmed. You will note that the system
will place a check mark in the Confirmed box located on the right hand side of the screen.

Printing a Survey:

1. Scroll and select the appropriate expenditure number from the Survey Search scroll down field.

2. Click on the Print Survey button and the transfer invoice will appear on the screen. Refer to the
following:
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Confirmed

Report Of Survey o SSPN RETAIL

Privacy A Statement Personal information from the indivdusl is solicited. Azrequired | ort . Report of 5
by the Privacy &d of 1974, we adwize: Authonty 16 USC 136 USC 1071, Dol ypereport (xone} [] a.Repo i
instruction 7200 10, Principal puriposs: To officially report the fadts and circum stances [0 b.Government Property
suppatting the assessment of pecunuary charges farthe loss, damage or destrudtion of
DaD-controlled property. Routine uses Ta initiste invesigations of lozzesfyains of DoD- 5 Survey Num ber
contralled property and record the findngs and adions taken. Disclosure is volurtary: W 24000-0962-7900
Refuzal to explain the droumaances under which the property vaslod, damaged or e
destroved may be considered with other factors in detemnining if an individual will ke [3 Date Loss&iain Discovesed
held pecuniarily able. 27-Dec-00
Article # Descriptio Cn‘;t‘Price Oty Total Cost
Q710001164 BEEF JERKY, LOMNG RIDER GIANT F0.5900 10 $5.90
Survey Total $5.90
@ _
9. Circumstances under which property was [ Lost [] Gained ] Dam aged [] Destroyed
M arkdown to Zero.
10 Actions taken to corredt circumstances reported in block 9 and prevent future occurrences
M arkdown ta Zera
11. Individual completing blocks 9 and 10
a Name b. Slgnature ic. Date Signed d. Autovon
Sales Officer's name a 44411711
12 Responsible Oificer
a Organizational Address b. Hame c. Autovon i
USS CLASSROOM CWH-30 S des Officer's name 444-1111
id. Sigrature e, Date Signed
13. Accountable Officer
a Mo of documents used to adjust property record
a
b. Address Ic. Hame: d. Autovon #
U= 5 CLASSROOM CVN-30 5 des Officer's name 444-1171
e, Signature If. Date Signed

Confirmed Markdown to Zero for
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14. a Findings and recomendations

| hawe personally zeen the merchandize listed markdown to zero and hawve ordered it destroyed

14. b. Dollar amount of gaindoss 14 c. Recommended pecuniary charge 14. d. LossAGain to governm ent
$5.90 $0.00 $0.00
15 Survey Officer
a Organizational Address b_ Hame c. Autovon it
d. Date Report Filed e. Date Appointed
F. Signature . Date Signed

16. Individual charged

h_lan W;aufmyrig'ﬂnlf‘l)Legdadﬁneaﬂm

a1 have examined the findings and reccomendations of the survey officer and (x |if pecuniary chames are assessed. Enfidted

oneY

have the right to request remmision of

%01 15ubm i the altached satement of objedion

ndebledness.

(Do not intend to make such a statement.

c. Hame

d. Signature e Date Signed f. Autovon it

17. Appointing O fficia

a. Recommendation (X

one)

b. Comments

% (1) Approved

(@)Disapproved

c. Organizational Address

d. Hame e. Autovon

K. Signature g. Date Signed

18 Approving Offiad

a. Action (x onej

X [ Approved

(@Disapproved

b. Comments c. Mame d. Autovon i
M.E. TUELLLTSC.LUSN

e Organizational Address

F. Signature g. Date Signed

Confirmed Markdown to Zero for SSPN Retail
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Confirmed Report Of Survey 1o NWCF

Privacy &3 Statement Personal information from the individual is solicited. As required
by the Privacy Act of 1974, we advize: Authority, 16 USC 136, USC 1071;0al

instruction 7200 10, Principal purmposs: To officially report the fads and circumstances
suppoting the azsessment of pecunuary charges for the loss, damage or destrudion of

H. Typereport (x one} [ | a. Report of Survey
[J b. Government Propesty

CoD-controlled property. Routing use= To initiste invedigations of lozzesfgaing of DoD- 5 Survey Number
controlled property and record the indngs and adions taken. Disclosure iz volurtary: W 24000-0362-7301
Fefusal to explain the droumstances under which the propetty was logt, damaged or —
destroyed may be considered vith other factors in detemnining if an individusl will ke |3 Date LossAi ain Discovered
held pecuniarily liatbe. 27-Dec-00
Article # Descriptio Cost Price Oty Total Cost
2300003609 FORTABLE CD $58.0000 3 §174.00
Survey Total $174.00
9. Circumstances under which property was | [ Lost [] Gained [] Dam aged b Destroyed
Deck drain bursted in stareroom destroying electronic stock.
10. Actions taken to cormedt circumstances reported in block 9 and prevent future ocoummences
Eledronic stodk will be gtowed in a different location with zhelving unitz
11. Individual completing blocks 9 and 10
a Mame b. Slgrature ic. Date Signed d. Autovon #
Sales Officers Mame a 4441111
12 Rezponsible Oficer
a Organizational Address b. Hame c. Autovon i
USS CLASSROOM CWM-30 t.E. TUELLLTSCUSH 444-2222
id. Sigrature e. Date Signed
13 Accountable Officer
a No of documents used to adjust property record
1]
b. Address . Hame d. Autovon i
Us5 CLASSROOM CYN-30 5 des Dificers name 444-1111
e Signature If. Date Signed

Confirmed Survey to NWCF
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14. a Findingz and recomendations

Recommend that the abowve ligted itemz be Surveyed to the Mawy Wiorking Capital Fund,

14. b. Dollar amowunt of gaindoss 14. c. Recommended pecuniary charge 14. d. Loss5ain to government
$174.00 $0.00 $0.00
15 Survey Officer
a Organizational Address b. Mame c. Autovon i
d. Date Report filed e. Date Appointed
F. Signature g. Date Signed

16. Individual charged

b_lﬂn awire of my right to (1) Legal advice and 2)

a_| have examined the findings and reccomendations of the survey officer and (x

onEY

lif pecuniary chames are assessed. Enlisted
have the right 1o request remmigon of

%](115ubm i the altached Satement of objedion

ndebledness.

(2D o not intend to make such a stalement.

c. HName

d. Signature

ie. Date Signed f. Autovon #

17 Appointing Dfficial

& Recommendation (x
one)

b. Comments

X [t Approved

@Disapproved

c. Organizational Address

d. Hame

e Autovon i

F. Signature

g. Date Signed

18. Approving Difiad

a. Action (x one)

b. Comments

% (1) Approved

@Disapproved

c. Hame d. Autovon #
Suppo's name, rank

e Organizational Address

F. Signature g. Date Signed

Confirmed Survey to NWCF
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INVENTORY MOVEMENT

From the Inventory Movement option the operator can conduct various tasks. Stock Record Card
maintenance, Receiving stock, Moving stock from one activity to another, Procurement of stock,
Expending stock and using sales history utilize the Smart Re-Order function. From the main menu
select the Inventory Movement option and the following screen will appear:

Inventory Movement Menu

Orders

Receipts
Breakouts
Expenditures
Stock Record Card
Smart Reorder

Return

The Inventory Movement option has six sections each will have its own chapter dedicated
to it.

Breakouts:

This function allows the operator to move ship’s store internally of the operation (From Bulk to a
retail outlet and vice versa.) Note: Breakouts cannot be conducted from one retail space to
another. To access this function, double-click this selection and the following screen will appear:
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Impont Ereakout:
Items from| P

Eanficm Breakout:

Breakout process manually:

New Breakout:
To perform a new breakout, complete the following:

1. Click on the New Breakout button. The next available Breakout Number will appear in the
Breakout Number field. This will become the number for this breakout.
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Breakouts

Breakout Search ™ print Breakout Newr Breakout Import Breakout Confirm Breakout
I—_I Items from PDT
AddfYiew Line

Items

~|Breakout Infor mation | Items Scanned but
Breakout 1 m Breakout Date I24—Jan-2DDD nat found Repart Breakout Confirmed

Breakout Cancelled

Cancel Breakout Reverse Breakout: Return

—ﬂFrDm Store/Store Room |

Location Created |99 'I Store Mame IBulk

The next available break

Stare Type |E.u|k Store Roorm out number will sppear.
-[To Store/Stare Room| r
Destination Store Iﬁ Store Mame |Main Retail Stare
Store Type IRetaiI Store
Eriter any comments or just leave blank| ﬂ

2. Click on the drop-down arrow in the Location Created field and select the location where the
stock is coming from.

NOTE: This field will default to Location 99 — Bulk Store Room. (You can select a new
location if necessary.)

Breakout Search | Print Breakout e Breakout Import Breakout Confirm Breakout
lﬁ Items from PDT
Addfview Line

Items

~|Breakout Infor mation | Items Scanned but
Breakout Mo |6079 Breakout Date I24-Jan—2DDD nat faund Repart Breakout Confirmed [~

Breakout Cancelled

Cancel Breakout Reverse Breakout: Return

-ﬂFrDm Store/Store Room |

Location Creg Stare Name [ﬁm‘\_\ Scroll and select the
i i desired issuing activit
1 Main Fiail Store S Room esired issuing activity
HANGARBAY STORE

SMACK WYEMDING STOREROOM
19300 | SODA STORERODOM

Store Type |

Destination S

—|Break0ut Motes |
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3. Use the drop-down arrow in the Destination Store field to select the store to which the stock is
being transferred.

—|Break0ut Search

—|Break0ut Information |
Breakout Mo IGD?Q Breskout Date I24-Jan-2DDD

-—I From Store/Store Room |

Location Created I99 'I
~|TU Store/Store Room|

Destination Store

Import Breakout

Items from PDT Confirm Breakout

Print Breakout Newr Brieakaut:

AddfView Line
Items

Cancel Breakout Reverse Breakout:

Return

Items Scanned but
not found Repart

Breakout Confirmed [
Breakout Cancelled

“Scroll and select the destination

Store Narme |Bu|k e
ol .

Store Type |Bu|k Store Room

| Sworetame s
1 Main Pagtail Store ﬁ

5 HANGARBAY STORE
9700 | SMACK WENDIMG STOREROOM
SODA STOREROOM

—|Break0ut Motas

4.  Click on the Breakout Notes field and add any notes about this breakout, if needed. These
notes do not appear on the breakout document.

Breakouts

*lBreakDut Search

Import Breakout

Items from PDT Confirm Breakout

Print Breakout e Brieakout:

Add/ Yiew Line
Items

Cancel Breakout

Reverse Breakout:

Return

*|E.reak0ut Infor mation |

Breakout

Items Scanned but

Breakout Confirmed [

'1 w Breakout Date I24-Jan-2DDD rat found Report

——|FrDm Store/Store Roorm |

Location Created |99 - I

Breakout Cancelled

Store Marme |Bulk
The next available break
out number swill appesr.

Store Type IBulk Store Room

~|T0 Store/Store Room | T
Destination Store I 1 'I Store Marme IMain Retail Store
Store Type |Retai| Store
- |Bresfoit Notes|
Enter ary comments or just leave blank | ﬂ

Erter any comments about the breskout or just
leave this field blank.

5. Click on the Add/View Line ltems button.
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6. Use the drop-down arrows to select the Article number for each item that is to be broken out.
(If you know what the article number is, you can enter it directly to the block.) For each item
you select, advance to the Breakout Quantity field and enter the exact quantity to be broken
out. Note that the breakout quantity must be equal to or less than the quantity on hand.

Repeat this step for each item to be transferred on this breakout.

Breakout - Article Information

Breakout No [6078 |
Breakout  Quantity
Article Mo Description Quantity On Hand w Received
> e [ of o ©
0100 i *ENVELOPES 24,50 CT - i
0000013 *WRITING TABLETS 100 SHEETS [~ -
0100000083 CHRISTMAS CARD, ASST. W/SHIP'S PIC. gfﬂ:ﬂi:?;;kd:ﬂ:ir?ms
0100000029 GREETING CARD, SHIPS SPECIAL XMAS braf gy
0100000276 CARDS, GREETING ASST By e i ety e
100000293 GREETING CARDS ASSTD./BEACONS OF LOVE aunatity to be issued or
0114200514 IMNK PEMS, BIC 2 PK #FSP21 FINE PT braken back in the Breakout
111204 PEM, GARLAMND HEFFTY GOLD = BT E]

Return |

7. When you are finished selecting items and entering their quantities for this breakout, click on
the Return button. You will be returned to the Breakouts screen.
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Breakout - Article Information
| Breakout Mo IﬁD?EI |

Breskout  Quantity

Article Mo Description Quantity On Hand Quantity  Received
0500004737 d MEM'S PLAIM "PARTY M" DISPEMNSE 1 1 u] =
0500004740 Z[ MBS PEAMUT La-Z-BOY DISPEMSER 1 1 ]
0100000029 d GREETIMG CaARD, SHIPS SPECIAL XMAS 310 100 a
0111204115 Z[ FEM, GARLAMD HEFFTY GOLD 5 2 ]
7 0100000010 j *EMWELOPES 24,/50 CT 728 43 u]
i -] 0 0 0 b

1]

Return |

NOTE: If you need to review the entire list of items on this breakout, you can click the Add/View
Line Items button at any time. The Breakout Article screen will appear, populated with
the items that you have selected for breakout, but once a breakout has been confirmed
no other modifications can be done.

Printing the Intra Store Transfer 973:

Once you have selected all the items for the breakout, you can print the 973 form, as follows:

1. Click on the Print Breakout button to print a detailed list of this breakout (NAVSUP Form

2. 973), which includes signature blocks for authorization, delivery and receipt personnel.
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&,

Fun Date: 12400
NotConfirmed  Tntra-Store Transfer Data (Navsup Form 973) ™ %

T
R Store To 1
A MERCHANDISE RECEIVEDEY (SIGHATURE) {DLTE)
1;‘ Store From 99
F MERCHANDISE DELIVEREDEY (SIGHATURE) (DATE)
E Breakoui Mumber 6078
THIS FOR ISSUED BY (SIGHATURE) (DLTE)
Qivsent iy Revd
Quantity  Extended from Store  at Store
Stock # Descrip tion Unit  Retail Requested Retail L) 1
0100000010 *ENV ELOPES 24/50 CT E4  $070 42 $33.60 | | |
0100000025 CGREETING CARD, SHIPS SPECIAL XIWAS Es 475 100 $475.00 \ | \
0111204115 FEN, 34RLAND HEFFTV GOLD E4  $1200 2 $24.00 \ | \
0500004737 MEWS PLAIN "PLRTY M DISPENSR. E4 o005 1 $9.05 | | |
0500004740 MEWS PEANUT L&-Z-BOY DISPFENSER. E&  $1233 1 $12.35 \ | \
Grand Total $554.00

Printed 973 process:

1. The Records Keeper prints out one copy of the 973. This copy is signed by the Records
Keeper and then given to the issuing activity. Note: You will have to click on the Printer Icon
to Print the document.

2. The issuing activity circles the quantities that were delivered and enters an amount in the “QTY
FROM STORE “ 99 field if requested amount differs from the delivered amount and signs the
973. Then gives this copy to the Receiving activity.

3. The Receiving activity counts the quantities and enters the quantities received in the QTY
RECEIVED AT STORE column and signs the 973.

4. The Receiving activity verifies that the quantities received are the same as the quantities
delivered. If the quantities are different, then the receiving activity and the issuing activity must
rectify the difference. |If the issuing activity and the receiving activity cannot agree to the
quantities the Sales Officer must conduct a spot inventory of the items in question. Once all
quantities match the 973 will be given to the Records Keeper.

5. The Records Keeper will verify that the quantities received matches the quantities issued. If
they do not refer to step #4. If the quantities match, the 973 will be confirmed and the final 973
will be printed.
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(=]

Fun Date: 12400
Confirmed Intra-Store Transfer Data (Navsup Form 973) _.°° "

T
E Store To 1
A IMERCHANDISE RECEIVED BY (SIGHATURE) {DLTE)
TS'J Store From 09
F WMERCHANDISE DELIVEREDBY (SIGHATURE) (DATE
E Breakout Mumber 6078
THIS FOR ISSUED BY (SIGHATURE) (D TE]
Oty sent Oty Revd
Quantity  Extended from Store  at Siore
Stock # Description Unit  Retail Requested Retail L) 1
0100000010 *ENVELOPES 24150 0T E4  $070 42 $33.60 | 42 | | 42
0100000055 GREETING CARD, SHIFS SPECIAL XIWAS E4 5473 100 $47500 | 100 | \ 100
0111204115 PEN, 34RLAND HEFFTY GOLD E4  $1200 2 $24.00 | 2 | | 2
0500004737 MWEMS PLAIN "PARTY W' DISPENSR. E4 #0035 1 $9.05 | 1 | \ 1
0500004740 MEWS PEANUT LA Z-BOY DISPENSER. E&4  $1235 1 $12.35 | 1 | | 1
Grand Total $554.00

Once the 973 has been confirmed, there cannot be any modification. So ensure that proper
care is taken prior to posting.

Canceling a Breakout:

You can cancel a breakout at any time before you have confirmed it. To cancel a breakout, click
on the Cancel Breakout button. A message will inform you that “You are about to cancel breakout
NN.” If you click on OK, the breakout will be canceled.

Note: Ensure that the receipt quantities and the delivered quantities match prior to
confirmation.

Confirming a Breakout:

To confirm the breakout, click on the Confirm Breakout button. A message will inform you that
“after confirming, you will not be able to make any quantity changes. If you click on OK, the
breakout will be confirmed and the inventory database will be updated. When the start of day is
conducted for the POS system, the retail store will be updated with the items that were received
from the breakout. These quantities can be viewed from the stock record card function, and noted
under the appropriate outlet. See stock record card for further information.
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Breakout Process with PDT:

Breakouts can also be accomplished with the aid of a PDT. The first step is to upload the PDT with
the most current UPC database.

BackOffice: This Process Takes Approximately 15 Minutes for Each PDT.

1. From the Main Menu select the Inventory Count Functions Option. The following screen will
appear:

Create New Inventory Count

‘POT_Communications=

View/Update Inventory Count
Inventory Management Reports

Return

2. Click on the PDT Communications option. The following screen will appear:
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PDT Communications Menu

Communications Menu ‘|2 peon B |

To send UPC dats to PDT, first get the
POT ready to receive data, then send
the data by pressing this buthon

Send UPC's to PDT

Import Inv/BRKOUT

Data from PDT

Update k. C'S

To irnport imventary data from the
POT, first press this buthon. Progress
should read 0. Then send the data
from the POT.

Settings | Return

Ready to receive UPC updates, Press ENTER on the PDT!

Progress I 0

PDT FUNCTIONS:

1. From the PDT main menu, select function two (COMMUNICATIONS). Refer to figure A.
2. From the Communications menu select function two (RECEIVE UPC DATA). Refer to figure B.

3. Figure C illustrates what the PDT will display prior to uploading the UPC's.
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BackOffice: This Process Takes Approximately 15 Minutes for Each PDT.

1. Click on the Send UPC's to PDT button. The data will be downloaded to the PDT.

PDT Communications Menu

Communications Menu ‘|2 peon B | ‘

1 To send UPC dats to PDT, first get the
Send UPC's to PDT POT ready to receive data, then send

the data by pressing this buthon

Import Inv/BRKOUT
Data from PDT To irnport imventary data from the
= POT, first press this buthon. Progress
Update k C'S should read 0. Then send the data

from the POT.

Settings | Return

Ready to receive UPC updates, Press ENTER on the PDT!

Progress I 0

PDT FUNCTIONS:

1. From the PDT main menu select function one (BRKOUT/INV). Refer to figure A.

Scan the barcode of the item. Refer to figure B.

3. Enter a quantity. Refer to figure C. Note that if UPC maintenance has not been accomplished
that you must enter a SKU (STOCK NUMBER) before the PDT will allow you to enter a
quantity. Refer to figure D.

Press the Enter button.

Repeat steps 2-4 until all the different items have been scanned.

Press the FNC button and the 9 button simultaneously to exit.

From the PDT main menu select function two (COMMUNICATIONS). Refer to figure A.

From the Communications Menu, select function one (SEND DATA). Refer to figure E.

o

N oA~
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PDT FIGURES A THROUGH E
o
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Figure D Figure E
BackOffice:

1. From the BackOffice, click on the Import Inv/BRKOUT Data from PDT button. Refer to the
following picture:

PDT Communications Menu

Communications Menu ‘|2 Feor B [T ‘

' To send UPC data to POT, first get the
Send UPC's to PDT POT ready to receive data, then send

the data by pressing this button

7

<"f_|i1_|3:|'? Inv/BRKOUT

Data from PDT L

To irnport inventory data from the
POT, first press this button. Progress
Update UPC'S should read 0, Then send the data
from the POT.

Settings | Return

Progress I

2. Once you have clicked on the Import Inv/BRKOUT Data from PDT, the following message will
appear at the bottom of the PDT Communications Menu:

PDT Communications Menu

Communications Menu ‘|2 Feor B [T ‘

' To send UPC data to POT, first get the
Send UPC’s to PDT POT ready to receive data, then send

the data by pressing this button

Import Inv/BRKOUT
Data from PDT

To import inventory data from the
POT, first press this button, Progress
Update UPC'S should read 0. Then send the data
from the POT.

Settings | Return

Ready to receive physical count file, Press ENTER on the PDT!

Progress I 0

PDT FUNCTIONS:

1. From the Communications menu, select function one (SEND DATA). Refer to figure A.
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2. Press the Enter button and the data will be downloaded from the PDT to the BackOffice
system.

3. Once all the data has been downloaded, click on the Return button until you reach the main
menu.

4. Click on the Inventory Movement option from the Main Menu. The following screen will
appear:

gnventory Movement Menu

Orders

Receipts

Breakouts
Expenditures
Stock Record Card
Smart Reorder

Return

5. Click on the Breakouts option and the following screen will appear:

Breakaut Search | Print Breakout New Breakout Import Breakout Confitm Breakout

Items from PDT
{ =

AddfView Line
Items

Eancel Breakout Reverse Breakout Return

—1E.reak0ut Im‘ormationi

Breakaut Mo Iauaz Breakout Date IDE—Feb—zuljcl Breakout Confirmed

Breakout Cancelled ™

-ﬂ From Store/Store Room i

Location Created IQQ vI Store Mame IE‘.qu Storeroom

Store Tyvpe |E.u|k Store Room

—|Tu Store/Store Roorm|
Destination Store I 9700 - | Store Mame ISN.-’-‘«CK MACHIMNE STORERDC

~|Breakout Motes|

Store Type ISnack Wending

6. Click on the New Breakout button. The next available Breakout Number will appear in the
Breakout Number field. This will become the number for this breakout.
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Breakouts

I
—r

{ :

Enter any comments or just leave blank,

7. Click on the drop-down arrow in the Location Created field and select the location where the
stock is coming from.

NOTE: This field will default to Location 99 — Bulk Store Room. (You can select a new
location if necessary.)
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Breakout Search | Print Breakout e Breakout Import Breakout Confirm Breakout
lﬁ Items from PDT
Addfview Line

Items Cancel Breakout Reverse Brieakout Return
~|Breakout Infor mation | Items Scanned but
Breakout Mo |6079 Breakout Date I24-Jan—2DDD nat faund Repart Breakout Confirmed [~

Breakout Cancelled

-ﬂFrDm Store/Store Room |

SHEE RENTE [ﬁn"‘\x Seroll and select the
1 Main Féail Store ré{{mm desired issuing activity

Location Creg

HANGARBAY STORE

SMACK WYEMDING STOREROOM
19300 | SODA STORERODOM

Store Type |

Destination S

—|Break0ut Motes |

8. Use the drop-down arrow in the Destination Store field to select the store to which the stock is
being transferred.

Breakouts

Breakout Search | pring Breakout New) Brieakout Import Breakout Confirm Breakout
I—_[ Items from PDT
AddfView Line

Items Cancel Breakout Reverse Breakout Return
*|Break0ut Inifor rnation | Itermns Scanned but
Breakout Mo I5D?g Breakout Date I24-Jan-200|:| inait ol el Rz i Breakout Confirmed ™

Breakout Cancelled

-ﬂ From Store/Store Room |

Location Created |99 -| Store Narme IBqu E&’Ei' and select the destination
ol .

Store Type |Bu|k Store Room
~|Tn Store,/Store Room|

Destination Store | _vJ Store Mame

1 Main Augtail Store

5 HANGARBAY STORE b
—|Break0ut Motes|

9700 | SMACK WEMDIMG STOREROOM
@'BBCI\_SODA STOREROOM

9. Click on the Breakout Notes field and add any notes about this breakout, if needed. These
notes do not appear on the breakout document.
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—ﬂFrDm Store/Store Room |

Breakouts

Breakaut Search [ Print Breakout NEw Brieakout: U5t £y £ Confirm Breakout
I—_I Items from PDT
Add/View Line Cancel Breakout Reverse Brieakout Return
Items
~|Breakout Infor mation | Items Scanned but

Breakout 1 m Breakout Date I24—Jan-2DDD nat found Repart Breakout Confirmed
Breakout Cancelled

Location Created |99 'I Stare Mame IBulk
The next available break
Stare Type IBUlk Store Roofn out number will appear.
~|T0 Store/Store Room| |

Destination Stare I 1 vl Store Mame |Main Retail Stare
Store Type IRetaiI Store
—IBEEDLH Motes|

Eriter any comments or just leave blank| ﬂ
Erter any comments about the breskout or just
learve this field blank. _I
-

10. Click on the Import Breakout Items from PDT button and the items scanned will be imported to

the breakout.

Printing the Intra Store Transfer 973:

Once you have selected all the items for the breakout, you can print the 973 form, as follows:

1. Click on the Print Breakout button to print a detailed list of this breakout (NAVSUP Form 973),

which includes signature blocks for authorization, delivery and receipt personnel.

Printed 973 process:

1.

3.

The Records Keeper prints out one copy of the 973. This copy is signed by the Records
Keeper and then given to the issuing activity. Note: You will have to click on the Printer Icon
to Print the document.

The issuing activity circles the quantities that were delivered and enters an amount in the “QTY
FROM STORE * 99 field if requested amount differs from the delivered amount and signs the
973. Then gives this copy to the Receiving activity.

The Receiving activity counts the quantities and enters the quantities received in the QTY
RECEIVED AT STORE column and signs the 973.
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4. The Receiving activity verifies that the quantities received are the same as the quantities
delivered. If the quantities are different, then the receiving activity and the issuing activity must
rectify the difference. If the issuing activity and the receiving activity cannot agree to the
quantities the Sales Officer must conduct a spot inventory of the items in question. Once all
quantities match the 973 will be given to the Records Keeper.

5. The Records Keeper will verify that the quantities received matches the quantities issued. If
they do not refer to step #4. If the quantities match, the 973 will be confirmed and the final 973
will be printed.

Once the 973 has been confirmed, there cannot be any modification. So ensure that proper
care is taken prior to posting.

Canceling a Breakout:

You can cancel a breakout at any time before you have confirmed it. To cancel a breakout, click
on the Cancel Breakout button. A message will inform you that “You are about to cancel breakout
NN.” If you click on OK, the breakout will be canceled.

Note: Ensure that the receipt quantities and the delivered quantities match prior to
confirmation.

Confirming a Breakout:

To confirm the breakout, click on the Confirm Breakout button. A message will inform you that
“after confirming, you will not be able to make any quantity changes. If you click on OK, the
breakout will be confirmed and the inventory database will be updated. When the start of day is
conducted for the POS system, the retail store will be updated with the items that were received
from the breakout. These quantities can be viewed from the stock record card function, and noted
under the appropriate outlet. See stock record card for further information.

Reverse Breakout:

This option allows the operator to reverse a previously-confirmed breakout. The purpose would be
to UN-do breakbacks from the vending operation to determine the outlets profitability, breakouts
that were erroneously sent to the wrong space and to help speed up the closeout process.
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Breakouts

Breakout SearetT—— \Eri{tBreakuut Mew Breakout Tomport Breakout Confisn Breakout

Items o P

| J}L Al £n g, ine
“|Arder # [Confirffied  [Cancellede | cancel Breakout Reverse Breakout Return
6021 Yes Mo
6030 §la] Mo Items Scanned but
6079 Yes Mo relEu Bl ID4-OCt—1999 mat found Repart Breakaut Confirmed
6078 Yes Mo
077 Ve Mo Breakout Cancelled
| eo7s Yas Mo - n
- “Select the
&0 Es T Mo —1 Store Name IE'U lk breakout that i=

to be reversed.

Store Type |Bu|k Store Roorm
~|TD Store/Store Room | 12
Destination Store I 1 'I Store Mame IMain Retail Store

Stare Type IRetaiI Store
~|Break0ut Motes|
s |

1. Scroll and select the desired breakout to be reversed from the Breakout Search field.

Breakouts

Breakout Search | Print Breakout New Breakout % Eonficm Breakout:

Addfl\:::n\:rsLme rancel Breakout: Reverse Breakout Return

*lBreakDut Infar mation Ite s SicarmT ut
Breakout Mo [B051 Breakout Date [24-Jan-2000 not found Report Breakout Corfirmed #

Breakout Cancelled

-ﬂFrDm Store/Store Room |

Location Created Il 'I Stare Mame |Main Fetail Stare

Stare Type |Retai| Stare

To Store/Store Room |
To reverse a

Destination Store Qg = Store Mame |Bu|k breakout click
thiz button.
Ensure that the
Store Type |Bu|k Store Roorm proper. breakout
—|Break0ut Mates| nunber has been

2. Click on the Reverse Breakout button.  Note that when you click this button that the
destination store and the location created field have been reversed. The following screen will
appear:
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Breakout - Article Information
Breakout No [6082 |

Breakout  Quantity

Article Mo Description Quantity On Hand Quawtity Received
¥[o100000010 | |*ENVELORES 24/50 CT 48] 48 o =
_DlDDDDDDEIQ d GREETING CARD, SHIPS SPECIAL XMAS 100 100 o
0111204115 3 PEM, GARLAMD HEFFTY GOLD 2 2 0]
_050000473? j MEM'S PLAIN "PARTY M" DISPENSR. 1 1 o
0500004740 3 MEM'S PEANUT LA-Z-BOY DISPENSER 1 1 0]
] | 0 0 0

1]

3. Review the line items to ensure that they are correct and click on the Return button to exit this
screen.

Breakouts

Breakaut Search | Print Breakout New Breakout Import Breakout Confirm Breakout
I—_[ Items from PDT
AddfView Line

Items Cancel Breakout Reverse Breakout Return

—|Break|:|ut Trifor rriation | Items Scanned but
Breakout ’\1% IﬁDElz Breakout Date I26—Jan—2DDD nat found Report Breakout Confirmed [~

Braakaut Cancelled [~

—%From Store/Store Room |

Location Created IQQ 'I e_[Bulk Note that the

Location Created
Store Type IE.qu Store Room field and the

Destination Store

To Store/Sto) o field have reverse T
Destination Store 1~ & MName IMain Retail Store

Store Type |Retai| Store
—IBreaku:uut Motes |

The original Breakout was created in store 1 and the destination was bulk 99.
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Breakout Search | Print Breakout New Breakout Import Breakout Confirm Breakout
I—_[ Items from PDT
AddfVYiew Line

e Cancel Breakout Reverse Breakout: Return

~|Breakout Infarmation | Iterns Scanned but
Breakalt Mo |5032 Breakout Date |26—Jan—2DDD nat found Report Breakout Corfirmed

Breakout Cancelled

—|From Store/Store Roarm |

Location Created |99 vl Store Mame |Bu|k

Store Type IBulk Store Room

Enter any comnments
~|T|:| Store/Store Roorm| sbout the reverse [~
breakout in this

Destination Store I 1 'I Store Narme |Main Retail Store field.

Store Type |Retai| Store

Breakouwhotes |

eakout nurmber 6081 was sent to the wrong spac

The Breakout Notes field can be used to enter information about the breakout. Click on the
Confirm button once you are satisfied that all information is correct. Once this is completed, you
have reversed the breakout. Click on the Return button to exit this screen.
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INVENTORY MOVEMENT

Smart reorder:

The Smart reorder function allows the operator to generate calculated restocking orders based off the sales
history of an item. This history takes time to generate the appropriate algorithm, so do not use this reorder
function until you have had at least two months worth of sales.

There are two levels at which the reorder is utilized:

* The Storeroom

» The Store Level (EPOS RETAIL SPACES)

Each of the above mentioned have two steps in the process.
1. Review/ Update Min/ Max Levels.
2. Re-Order Recommendation Report.

Refer to the following screen:

Re-Ordering

IReview/Update Min/Max Levels|

Re-Order Recommendation Report

Restocking (Store level)

Review/Update Min/Max Levels

Re-Stock Recommendation Report

Return
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Re-Ordering (Bulk Storeroom)

Review/ Update Min/ Max Levels:

The reorder form is utilized to calculate and edit items of stock from the bulk storeroom for reorder based
on the sales history of that particular item/s. The system has several criteria that can be selected to
customize you reorder. Click on the Review/ Update Min/Max Levels and the following screen will appear:

i MaxPoint POS System - [frmreordenecd - Form]

=R
File Edit Insert Records ‘Window Help 7] x|
Set or Review Min/Max levels for Re-Ordering | e e e
Thiz sereen allows you to reviews or compute your minimum and masimurnm
stock levels based on vour average daily zales over a specified time Change Mode
Days Lo consider for Determining Average Daily Sales Factors for Determining Min/Max
Beginning Sales Date &/24/00  Ending Sales Date 1/5/01 Days Required for Shipping 1
¢~ Limit to In Port Days " Limit to Local Operations Days Days between Re-orders 1
(" Limit to At Sea Days " Limit to Deployed Days Minimum D ays of Stock on Hand 1
Awvg
Daily  Relrder
&l Dept Category article Mo, Description MIN MAX Sales  Paoink
ﬂ ofl -l - =l [ of of of o
Record Controls
W By [ e
Clear Delete Save Exit
Record: 14 1 ] of 1 1 | | ﬂ

1.

Click on the Change Mode button to initiate the Calculate Min/ Max Levels. Refer to the following

figure.
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1 MaxPoint POS System - [frmreorderrecd - Form] _[F]x

“@ EW F SaE fs] EXRpEr.,. ‘

“ File Edit Insert Records Window Help

8| x|

ISet or Review Min/Max levels for Re-Ordering | Calcuiete MinfMax

Thig gcreen allows pou to review or compute pour minimum and masimum

stock levels based on pour average daily sales over a specified time Change Maode

Days to consider for Determining Average Daily Sales Factors for Determining Min/Max

Beginning Sales Date I 8/24/00  Ending Sales Date I 1/5/01 Days Required for Shipping 1
{~ Limit to In Port Days " Limit to Local Operations Days Days between Re-orders 1
= Limit to At Sea Days  Limit to Deployed Days Minimum Days of Stock on Hand |1
Ay
Daily  ReCrder
Al Dept Category Article Mo, Descripkion MIN  Max Sales  Paint
' el -l =l 5| [ of o o 1

Record Controls
| @ | g

Clear Delete Save Exit

Records 14| 4 | |—1 || of 1 1| | LI
2. Enter the appropriate criteria in the Factors for Determining Min/Max.

» Days Required for Shipping
» Days between Re-Orders

*  Minimum Days of Stock on Hand

Refer to the following figure:
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1 MaxPoint POS System - [fkmreordernrecd : Form] [_ &[]
”@ E{F ;x SAVE 5] EXEEN |

” File Edit Insert Records Window Help 8| x|

ISet or Review Min/Max levels for Re-Ordering | Review Min/Tlax

This screen allows you to review or compute your minimurm and maximum
ztock levels bazed on your average daily zales over a specified time

Days to consider For Determining Average Daily Sales

Beginning Sales Date I 3/24/00  Ending Sales Date I 1/5/01

¢ Limit to In Port Days 8 Limit to Local Operations Days
¢ Limit to At Sea Days  Limit to Deployed Days

ays Required for Shipping
ays between Re-orders

inimum D ayz of Stock on Hand

Daily  ReCrder
Al Dept Cakegary Articls Ma. Description MIN - MAK Sales  Paink

Ml = = =l of o] o] o

Enter the nunber
of days from the
time you place

your order until
the day that wou

Determine how Determine your
often your orders safety levels for
will be placed for stock on hand.

FOUr opsration. {lowest acceptable

receive your guantities on hand
order. This before re—order)
al=zo includes PO

processing.

Record Controls

M|?¢r

i+
Clear Delete Reset Eyjt

Record: I<|<|| RN I 2 4 |_’|

» Days Required for Shipping- Enter the number of days from the time you place order until you receive
order.

» Days between Re-Order- Enter the number of days between orders.

*  Minimum Days of Stock on Hand- Enter the number of days of stock you want on hand.

Refer to the following figure:
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i MaxPoint POS System - [frmreorderrecd - Form] - |2 =

G X
File Edit Insert Records Window Help ﬂi
iSet or Review Min/Max levels for Re-Ordering | Review Min/Max
Thiz zcreen allows pyou to review or compute your minimum and mazimnum
stock levels bazed on your average daily sales over a specified time Change Made
Days bo consider for Determining Average Daily Sales Factors for Determining Min/Max
Beginning Sales Date 9/1/00  Ending Sales Date rm Days Required for Shipping 5
¢~ Limit to In Port Days T Limit to Local Dperations Days Days between Re-orders 30
"  Limit to At Sea Days T Limit to Deployed Days Minimum Days of Stock on Hand 15
Avg
Daily  Redrder
Al Dept Category Article Mo, Description MIN - [MAx Sales  Point
EQI =l El El [ o] of  qf 0
% Record Controls
"
Clear Delete Reset Exit
Record: I<| | 1 |>|| |0F1 ‘l |’|
3. Select the appropriate Beginning Date and Ending Date for the period you desire to calculate from.
Refer to the following figure:
i MaxPoint POS System - [frmreorderrecd - Form] - |2 =
&7 X
File Edit Insert Records Window Help ﬂi
iSet or Review Min/Max levels for Re-Ordering | Review in/Mlax
Thiz zcreen allows pyou to review or compute your minimum and mazimnum
stock levels baged on your average daily sales over a specified time Change Mode
Days bo consider for Determining Average Daily Sales Factors for Determining Min/Max
@e Days Required for 5hipping 5
imit to In Port Days T Limit to Local Dperations Days Days between Re-orders 30

it to At Sea Day: T Limit to Deployed Days Minimum Days of Stock on Hand 15
g
Daily  ReOrder
MIN - MAX Sales  Point
[ o] o qf 0

Al Dept Category Article Mo,

ﬂﬂl = =1 =]

Descripkion

To gather more specific data vou

Double click and select the dates for the can activate the various toggle
period of =sales that you want the sy=tem buuton=s to pinpoint =pecific
to uze to determine average daily =ales. =zales history.
Q Record Controls
o By | e
Clear Delete Reset Eyijt
Record: I<| | 1 |>|| |0F1 ‘| |’|
4, Select the department for the items to be calculated. Refer to the following figure:
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i MaxPoint POS System - [frmieordenecd - Form] = S

S X
File Edit Insert Records window Help ﬂ1
|set or Review Min/Max levels for Re-Ordering | e =
This zcreen allows wou o review of compute Your minimum and masimunm
stock levels based on pour average daily sales over a specified time Change Mode
Days to consider for Determining Average Daily Sales Factors for Determining Min/Max
Beginning Sales Date 9/1/00  Ending Sales Date 2/30/00 Days Required for Shipping 5
{~ Limit to In Port Days T Limit to Local Operations Days Days between He-orders 30
(" Limit ko At Sea Days " Limit to Deployed Days Minimum D ays of Stock on Hand 15
A
Daily  Redrder
Al Dept Category Article Mo, Description MIN - MAR Sales  Paink
7| @3] B =] [ o[ o[ o 0
Al Confections, Cookies, Crackers, Snack Products -
* @, Smoking Products | v ‘ Ll | u | U
AT Pre-recorded Music
E1 Camera
B3 Sports Equipment, Athletic Supplies, Footwear
B6 Consumer Electronics, Applisnces, Office Equipment
B3 Mugs and Ashtrays, Flowers, Gifts by Mail, Telephone Cards
, Luggage, Leather Goods
Record Controls
Lkakd
Clear Delete Reset Exit =
. —

Note that the system has the ability to calculate for a specific item. Use the Category and Article
fields to generate a specific item. Refer to the following figures.

i MaxPoint POS System - [frmreordemrecd : Form] HE
Swx
Fil= Edit Insert Records Window Help ﬂﬂ
[Set or Review Min/Max levels for Re-Ordering | FEEEE e
Thiz scieen allows pau to review or compute vour minimun and maximum
stack levels based on pour average daily zales over a specified time Change Mode
Days to consider for Determining Average Daily Sales Factors for Determining Min/Max
Beginning Sales Date 9/1/00  Ending Sales Date 2/30/00 D ays Required for Shipping 5
{~ Limit to In Port Days T Limit ko Local Dperations Days Days between Re-orders 30
(" Limit ko At Sea Days T Limit ko Deployed Days Minimum Daps of Stock on Hand 15
Avg
Daly  ReOrder
Al Dept Category Article Mo, Description MIR MAK Sales  Poink
| ®f1-] El El [ o of g 0
N
*ﬂ Z{ia1) CHIP | [ o] )| 0 0

(A1) COOKIE

(A1) COUGH DRO
(A1) CRACKER,

(A1) DIP

(A1) GUM

(A1) NUTS -

Record: 14 1k e lr®|of 1
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i MaxPoint POS System - [frmreorderrecd : Form] [-[=]x

N
File Edit Insert Records ‘Window Help ﬂi
iSet or Review Min/Max levels for Re-Ordering | Rl =
This screen allows you to review or compute your minimum and masinum
stack levels based on your average daily sales over a specified time Change Mode
Days to consider for Determining Average Daily Sales Factors for Determining Min/Max
Beginning Sales Date 9/1/00  Ending Sales Date 9/30f00 Days Required for Shipping 5
{~ Limit to In Port Days T Limit to Local Operations Days Days between Re-orders 30

" Limit to At Sea Days T Limit to Deployed Days

Minimum Days of Stock on Hand 15

Aug
Daily  ReOrder

Al Dept Category Article Mo, Description MIN - AR Sales  Point
b | @feizfancanny ol _~ [ SMICKERS (354)(288) BEEEEEE o 0
Article # [ description
* @ - = 500000393 SHICKERS (3843255 [ ) 0
0500000394 MARSSS MUSKETEERS {3600
0 5 ARLSIMA
0500000395 TWIx CARAMEL (360)
0500000400 STARBURST ORIGIMAL FRUIT CHEWY
0300000401 SKITTLES
0500000402 MARS/MEM PLAIN {354)
0500000403 MARS/MEM PHUT (354)
0500000418 STARBURST TROPICAL FRUILT CHE
0300000441 MWESTLES/BABY RUTH (283}
0500000443 MESTLES/BUTTERFIMGER {288}
0500000521 MESTLES CRUNCH BAR {360}
0500000526 MESTLES 100 GRAND BAR (360) Record Controls
0500000355 (A1) CANDY HERSHEY FOODS COF ™
| | e
Clear Delete Reset Exjt =
RECT i), hare tn benin 1 > v v of 1 <] (2]
i MaxPoint POS Spstem - [frmreordemecd - Form]
=N
File Edit Insert Records ‘window Help ﬂﬁ
et or Review Min/Max levels for Re-Ordering | O =
This gcreen allows you to review or compute pour minimum and maximum
stack levels based on your average daily sales over a specified time Change Mode
Days to consider for Determining Average Daily Sales Factors for Determining Min/Max
Beginning Sales Date 9/1/00  Ending Sales Date 9/30/00 Days Required for Shipping 5
" Limit to In Port Days " Limit to Local Operations Days Days between Re-orders ’T

(" Limit ko At Sea Days " Limit to Deployed Days

Minimum Days of Stock on Hand 15

L]
Daly  ReOrder

Al Dept Category Article Mo, Description MM MAR Sales  Point
P @feizfiancanny 2R _~ | SMICKERS (384)(258) EE o i
*| @ -] El K [ o of qf E
Record Controls
b | By | Jle
Clear Delete Reset Exit =
Record: 1414 T e el o 1 1 Il
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1. To generate the re-order for an entire Department and Click on the RED All button. The
system will begin calculating the re-order based on the criteria selected. You will see a status
bar at the bottom of the screen. Refer to the following figure:

: MaxPoint POS System - [frmieordenrecd : Form]

Sws
File Edit Insert Records Window Help 2lx|
Set or Review Min/Max levels for Re-Ordering l REL"E‘?;’I:ME';X -
Thiz screen allows you ta review ar compute pour minimum and masimumn
stock levels based on your average daily sales over a specified time Change Mode
Days to consider for Determining Average Daily Sales Factors for Determining Min/Max
Beginning Sales Date 9/1/00  Ending Sales Date 9/30f00 Days Required for Shipping 5
¢~ Limit to In Port Days T Limit to Local Dperations Days Days between Re-orders 30
" Limit to At Sea Days " Limit to Deployed Days Minimum Daps of Stock on Hand 15

Avg

Daily  ReCrder
Al Dept Categaory Article Mo, Deescription MIM AR Sales  Point
3 | =l [ o of of o

Record Controls
WMo Bl e

Clear Delete Reset Exit

1L ] | [

2. Once the system has finished the following screen will appear:

i MaxPoint POS System - [fimreorderrecd - Form] _[F]X]

SF=x
File Edt Insert Records ‘Window Help 8] x|
|Set or Review Min/Max levels for Re-Ordering | ﬂ
This zcreen allows pou to review or compute your minimum and masimun
stock levels based on your average daily sales over a specified time Change Made
Days to consider for Determining Average Daily Sales Factors for Determining Min/Max
Beginning Sales Date 2/1/00  Ending Sales Date 9f30f00 Days Required for Shipping [
(" Limit to In Port Days & Limit to Local Operations Days Days between Re-orders 30
(" Limit to At Sea Days T Limit to Deployed Days Minimum Daps of Stock on Hand 15
Avg
Daily  ReCrder
Al Dept Categaory Article Mo, Description MIN - Maz Sales  Point
»| @B -JiarycanDy |- [0500000151 - | CANDY HEATH ORIG BAR [14.423 [4g.077 [0.9615 | 19.230769
[ | @ e canoy - [oS00000195 _» [HERSHEV/KISSES 62 |5.8535 28,848 [0.5769 | 11.535462
[ | ®@[F1 = ety canoy - [0500000196 _» | HERSHEY MILK CHOCOLATE BAR. [20.769 e9.231 [1.3846 | 27602308
| @ ety canoy - [0500000196 - | HERSHEY fHERSHEY W/ALMOND (265) | o o af [
[ | @1 =ferycanoy = [0S00000206 _» [HERSHEVIKIT KAT (432) 5.0 [23.077 [76.923 [ 1 5385 | 30.769231
[ | ®lpi=iatrcanoy - [0500000208 - |HERSHEY/WHATCHAMACALLIT BAR [40.385 [134.62 |2 6023 | 53546154
[ | @1 = e canoy = [oSo0000217 - [HERSHEV/REESE PHUT ELTTER CUP [92.308 [207 .63 [6.1538 | 123.07e92
Record Controls
Clear Delete Save Exjt =
Record: 14 T v | er|rs#| of eza 4 |LH
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3. The system has determined the Min and Max Levels as well as the Average Daily Sales.
Refer to the following figure:

File Edit Insert Records Window Help

Set or Review Min/Max levels for Re-Ordering I

This scieen allows you ta review ar compute your minimum and magimum
stock levels based on your average daily sales over a specified time

Change Mode

Days to consider for Determining Average Daily Sales

9/1/00  Ending Sales Date

Beginning Sales Date

Factors for Determining Min/Max

Days Required for Shipping

9fanyo0

¢~ Limit to In Port Days

(" Limit to At Sea Days

Al Dept Category

@ Limit to Local Dperations Days

' Limit to Deployed Days

Article Mo, Descripkion

Days between Re-orders

Minimum Days of Stock on Hand 15
Rerder
MIM - MAK Poink

@ fpizfat) Canpy

= [0500000393 |- [SNICKERS (384)(288)

|2=5.55 [as1.9% [17.03% | 340.76023

T | @ e e canoy

—|[s00000394 | - [ MARS/S MUSKETEERS (360)

[23.077 [76.521 1 5285 [|30. 769231

T | @ fe1 e canpy = [0500000335 |- [MARS{MARS CAMDY BAR (268) [42.115 [140.3q |2.6077 (|50, 153040
T | ®fe1 e canpy = [0500000336 | = [ TWIX CARAMEL (360) / k | o q af 0
T | ®[e1 =l Canpy = [0500000400 |~ [STAREURST ORIGINAL FRULT CHEWS / \ | [ ?{| [ v [

= [nsnonnd401 = [SKITTLES | i [ [

i R

T | ®@[p e canpy

= Jos00000402 |- [MARS/MEM PLAIN (38 /

W.‘ts |\{269)'l [ &5 384615

Based on the factors
entered in the top right
hand corner and the
average daily =ale=s the
systemn could calculate
the MIN and Haz lewvels.

The =y=ten has calculated the
Average Daily Sales of sach item
in the 41 Department bassed upon
the dates entered.

Record Controls

BEH

Clear Delete Save Egit

4. The system also calculates the Re-Order amount in the last field. Refer to the following figure:

File Edit Insett Records Window Help

Set or Review Min/Max levels for Re-Ordering I

This gcreen allows you to review or compute your minimum and magimunn
stack levels based on your average dally sales over a specified time

Change Mode

Days to consider for Determining Average Daily Sales

2/1j00  Ending Sales Date 9/30/00

" Limit to Local Operations Days

Factors for Determining Min,/Max

Beginning Sales Date
" Limit to In Port Days
" Limit to At Sea Days

Days Required for Shipping
Days between Re-orders

" Limit to Deployed Days Minimum Days of Stock on Hand

Al Dept Category
@ fp1=]an Caney

Article Mo, Description
= [0500000393 | = [ SNICKERS (384)(268)

MIN_Max
[z=5.56 [as

17.05d [ 340,763z

T | ®[e1 =l Canpy

LlUSUUUUUSQ‘} ﬂ MARSS3 MUSKETEERS (3607

77 [7e.923 [ 1,538k [ 30, 789231

i R

= [S00000395 | - | MARS]MARS CANDY BAR (258)

[4z.115 [140.38 |2‘sn7l7 [ 58 153848

T | ®@[p e canpy

= Jos00000336 |- [ TWIX CARAMEL (360 | o [ | [
T | @[z fan canpy -os00000400 | - [STARBURST ORIGIWHEWS [ o] o] [ Ej
= [os00000401 |- [SKITTLES | o i [

T | @ fe1 e canpy

T | ®fe1 e canpy

L|DSDDDDD4DZ}_MAR§.I’M&M PLAIN (3643

[64.035 [213.46 [+.2892 |\Q5‘384?15

The Fe-Order Poiﬁf/:; e=thlished by calculating
average sales by day,the days required for shipment
and minimum stocking levels between orders. This is
what the system recommends to be ordered at this
time.

Record Controls

HEn

Clear Delete Save Egit

5. Click on the Save button in the lower right side of the screen to save this information. Refer to
the following figure:
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File Edit Insett Records Window Help ﬂ

Set or Review Min/Max levels for Re-Ordering I

This gcreen allows you to review or compute your minimum and magimunn

stack levels based on your average dally sales over a specified time Change Mode
Days to consider for Determining Average Daily Sales Factors for Determining Min,/Max
Beginning Sales Date 2/1j00  Ending Sales Date 9/30/00 Days Required for Shipping 5 l%
{~ Limit to In Port Days & Limit ko Local Opetrations Days Days between Re-orders a0
" Limit to At Sea Days " Limit to Deployed Days Minimum Daps of Stock on Hand 15
A
Daily  ReOrder
[ Al Dept Category Article Mo, Description MIN MAR Sales  Point
@ fp1=]an Caney = [0500000393 | = [ SNICKERS (384)(268) | 255,55 [as1.92 [17.035 [ 340.76923
T | ®[e1 =l Canpy = [0500000354 = [MARSS MUSKETEERS (360) [23.077 [76.923 [1.5385 [ 30, 7eve31
i R = [ns000n0385 |- [MARS[MARS CAMDY BAR (268) [4z.115 [140.38 [2.8077 [ 56, 153846
T | ®@[p e canpy = Jos00000336 |- [ TWIX CARAMEL (360 | o [ o [
T | @[z fan canoy 0500000400 |- [STARBURST CRIGINAL FRULT CHEWS [ o o[ of [
T | @ fe1 e canpy = [os00000401 |- [SKITTLES | o i af 0
T | ®fe1 e canpy = [0500000402 = [MARS(MEM PLATN (354) [64.035 [213.46 [+4.2892 [ 85 354615

Click on the Sawve button
to post Hin Hax lewesls to
the stock record cards

Record Cantrols

ﬂ

Clear Delete's Exit

6. Click on the Change Mode button again to reflect Review Min/ Max Levels Mode. Enter the
same criteria as before and click on the RED All button. The units have been rounded off to
the nearest whole number. Refer to the following figure:

1 MaxPoint POS System - [frmreorderrecd : Form] [_[=]
RS
File Edit Insert Records ‘Window Help i=d|
|Set or Review Min/Max levels for Re-Ordering | P
This gcreen allows wou o review or compute your minimum and maximum
stock levels based on pour average daily sales over a specified time Change Mode
Days to consider for Determining Average Daily Sales Factors for Determining Min/Max
Beginning Sales Date 9/1j00  Ending Sales Date 930000 Days Required for Shipping 5
¢ Limit to In Port Days % Limit to Local Operations Days Days between Re-orders i)
" Limit to At Sea Days " Limit to Deployed Days Minimum Days of Stock on Hand 15

g
Daily  ReCrder
Al Dept Category Article MNa. Description MIM - [MA% Sales  Point

> @[F -Jiatcanpy |- [0500000191 |- [CANDY HEATH ORIG BAR [ 14] am[0.9e15] 19
| | @ =fiaycanoy - oso0000195 - |HERSHEV/KISSES 62 [ B 12
| | ®@friJiatycanoy - [os00000196 - |HERSHEY MILK CHOCOLATE GAR [ 21 e9[1.3846] 28
| | @ Janycanoy - [0s00000196 - [HERSHEY/HERSHEY V{ALMOND (28] [ | of o] i
[ | ®fri=fanycanoy +[0s00000206 - [HERSHEVKIT KAT (+32) SLO [ z3] 77[1.538s] 31
[ |®@fri=Jancanoy - [0S00000205 - |RERSHET/WHATCHAMACALLIT BAR [ 40| 135]z.6923] 54
[ | ®@fri=fancanoy - [0s00000217 - |HERSHEV/REESE PRUT BLUTTER CLP [ 92| 308[e.1536] 123
Your data has been saved! Record Controls

WMo B Rl
Clear Delete Reset xjt

Record: 14 4] 1 e |e#] of g28 4| | v

7. Click on the exit button to return to the Smart Re-Order main menu.
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Re-Order Recommendation Report:

The Re-Order Recommendation Report can be generated for the manager to review items that the system
has suggested for re-order. It is not necessary to print the report, however you may find it useful to do so at
some point. Click on the Re-Order Recommendation Report button and the report will be generated. Refer
to the following figure:

Note: You must first calculate the re-order and save prior to generating this report.

RE-DI’dE‘I Fun Dae: [35a01
Fun Tioe: 9 4
Fecommendation
Feport
T8 THDOFFROTEFWELY IO W17
Ex- fhip  Parg O Chy Ea- Eu-vokaChye
Caw axder Bre fke’ O O oxer  (Bomnded © meomet
Fatick Dhctiptin Pad  Min M Peit (D) Dy Huod Owlr Chy asn Pach )
mmoman CHECLETE, FRJIF FLAYTR ' ar ] ] % g.am@y I o ar ar
mmommr CEM FYRE, CRPAREN ' H " m 5 gmMms @ o = 13n
mmomzr COUGH DFEFE HALLS HAMY i L] B = s 1omms o o = a0
mmomxa COUGH DFOFS HALLT KMEM 40 20 ar ar PR T T TR o m =
mmm =0 ERACH 3OUR BALLT ' H " r 5 omEmEL o L] It
mmoEo A LOLLIFOFS| 3403 ' " in F] 5 os=orr A o iz iz
mmoEEn CHOC MIEF EAY HAE LM ' ' 2 ' s onmaAz o o z z
1] CANDY AFOMIF RE BALL ' e arg =z 5 ramms @ o g g
mmoms=an LY RAMCHER PATEOMN 12 ar ] = = g.amms o o i B3
mmoemo MY RAMCHER GUMMET 12 [ = w PREET. T T o 1o oa
mme 123 EMEREY LR 5.0 WA 12 EE ] 1= L] 5 gmmorr 1 o 2 EIT]
mmme s CANDV CLRHEAD - ASIE ' N 1im = s z2mmorr an o 'm 120
LT ] HERTHEYIAIARET 1802 =3 2 [ 2 5 o.aimms o o 1 o
EBmMEELrT:  LOLLFOFE CE CFE M ' H 5 ] s nmrm:z o o L] I
mOOmeLra Lofigopo, Fiud F bvoied ' 1 L z 5 oomms o o L 0
mmmeaar CANDV TOUR GUMMIBESN 1 Lt 21z = s +zoma 12 o 21m ETHY
L] CANDY HES ORAMGE 5L [H] ' B z 5 gomms o o B o
mmme= MLEMY D CAFRE LT 12 ' L 2 = pomms o o L o
mmmewz HHZFRUIM HAFD CAMDE 12 r = = 5 rammR 0 o EH] i
mmmean FEACH LAAPET e ig iz ur 4 ImmmL @ o 158 [
mmoema MY RAMCHERLOWFTF 12 i3 = = s s=oms o o 'm 1an
BOOmK r A MY I ST IIRANE R 12 ur 1m L] s gmrm: o o m F
mmme e MUY P T TGREEN AFF 12 as e ar PR T o 1z 120
1T COURLEMIT |3 5 ) i [EY) sm =z 5 ionws o o EE] =0
mmoe o METILET RS HACRUMCH ' H " r 5 ommm: 2 o L] I
mIOED T CENCY TOUR BRIFCCRA ' aa F- va 5 saemy 43 o FL zre
Fymel g2

Using the Create Purchase Order Smart Re-Order:

From the Create Purchase Order Smart Re-Order option from the Inventory Movement option the following
screen will appear:
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Smart Order Report

COrder Order  Seling  Selling Article

Dept,  Category Sk Description onkract Mo, Stock  Qry,  Unit Oy, Uik Cost Order
M= 5| =] J | I I E
Update ASL/ACB Select All Create PO
Populate Return
Delete Current De-Select All Stock Record

Click on the Populate button and the following message will appear:

Wamngl |

& Tt ]l dlelehe ol T fierms e s Tl Caine?

Cancel |

Click on the OK Button. This will purge any other smart order data with new.
The system will begin to populate the order fields with the recommended re-order. Note that any case

packs that are valid the system will prompt the user to make the necessary decision. Refer to the following
figure
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Order Order Seling  Seling Article

Dept,  Category SKL# Diescription Contract Ma, Stock  Qby.  Unit by, Linit Cost Order
| TE =[[ns00000@06 |~ | [CHICLETS, FRUIT FLA [NOD183-37-C-0100 | o[ 147[FE | [ $0.2500 [
| | Insn000007 |~ [[RENTYME, CINNAMOR [NO0183-97-0-0100 | of wesRE ] | $0.2300 | [E
| | D LSt 500000027 - COUGH DROPS HALLS HNY LMN (460) 00000 ®
* j | \p The quantity entered [59] is nat a multiple of a Case Pack quantity [ee
140
The system will either round up [80) or down [40] to the nearest Case
Pack quantity.

Would you ke the system ta round up?

Update ASL/ACB Select All Create PO

Populate Return
Delete Current De-Select All Stock Record

Once all the items have been updated, the manager will need to review the items for the order. If an item is
not desired for once reason or another it can be deleted or not selected for order. The recommendation
report also provides the same information. Once all items have been reviewed the user can then process
this order in the method described in the Orders section of this manual. Refer to the following figure:

Smart Oider Report

Crder Order Seling  Seling Article

Dept,  Categary SKL# Description Cantract No., Stock  Qby.  Unit Qb Unit Cost  Order
a1 = [cat) Gom = |[psn0000&0e |+ [[CHICLETS, FRULT FLA O01&3-97-0-0100 o[ 1a7fPE | $0.2500 R
a1 = [y Gum [~ 1|ps00000807 |« [ [DENTYNE, CINMAMOCH N30 183-97-0-0100 of es|PE | | $0.z300 B
a1 = [(a1) CoUGH DRO - [[0S00000827 |~ [[CoUGH DROPS HALLE [NO00189-97-D-0100 o sofEa | [ $0.3900 [&
41 [=[iaty CoUGH DRO = [ [0S00000828 |+ [[COUGH DROPS HALLE |MO01E8-97-0-0100 o enfEA | | $0.3000  FE
a1 [=lietcanny =]|0s00001950 [« [[BRACH SOUR BALLS  |lNO0189-97-0-0099 o 13fEA | | 04900 [
a1 [=listicanpy [<][oso000zois - [LOLLIPOPS (240} [unassigned o +z[EA | [ $0.3500 [
a1 [=fiatycanpy = ][0S00002350 |+ [[CHOC TOFFIFAY HAZ |lMO01E5-98-D-0005 NEEE | $0.5700 | FBE
a1 [=lieticanny =][0s0000z439 |« [[CANDY ATOMIC FIRE |NOD189-98-0-0103 NIER G | $0.0300 B
a1 [=liaticanpy  [<][os00003sss |- [[IOLLY RANCHER: PAS: [NO0165-97-0-0099 o[ teofEA | [ $0.5000 [
a1 =fiatycanpy - ][0S00004000 |- [[IOLCY RAMCHER GUM [NO01E8-97-0-0099 of 1zofEA | | $0.5600 B
a1 [=lieticanny [=][os00004183 [« [[ENERGY CLUB GLO % lNOD189-95-0-0095 o[ ziefEA | | $0.6500 [
a1 [=listicanny [=]|0500004359 = [[CANDY "AIRHEADS" A NO0189-95-0-0055 of 1zafEA | | $0.5z00 [
a1 =fiatycanpy - ][0S00004359 | - [[HERSHEY/IUIUEES 1, [NO0188-97-0-0099 0| zea|EA | | 03300 B
a1 =ftatycanny = ][0500004477% + [[LOLLTPOPS ICE CREAI [SS0-234-00-08 o 1afEA | | 00800 | FE
a1 [=listicanny  [=]|os00004478 = ||Lallipaps, Fruit Flavare [S30-234-00-95 o  4]EA | | $0.0800 [
a1 =[atycancy  -][0500004497 |- [[CANDY SOUR GUMMI [SSD-194-00-96 o[ a1s[Ea | [ $0.7900 [&
a1 =[atycanny = ][0500004538 |+ [[CANDY HI-C ORAMGE [NON159-97-D-0099 o 1zfEA | | 00000 | FE
a1 [=lietycanny [=][0500004540 = [[MILKMAID CARMELS |lO0189-97-0-0099 o 1z[EA | | $0.0000 B
a1 = [lia1) canpy - [[osooo04s42 - [JHI-C FRUITY HARD </ [ND0189-597-D-0099 of eofEa [ $0.9000 [
Update ASL/ACB Select All Create PO
Populate Return
Delete Current De-Select All 5tock Record
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Restocking (Store Level)

Review/ Update Min/ Max Levels:

The reorder form is utilized to calculate and edit items of stock from the retail store for reorder based on the
sales history of that particular item. The system has several criteria that can be selected to customize you
reorder. Click on this option and the following screen will appear:

i MaxPoint POS System - [frmreordemnrecd : Form] [_ 7] ]

& I X
8| x|

File Edit Insert Records ‘Window Help
Calculate MinMax

Store Number - |
Levels Mode

Thizs zcreen allowes you to review or compute pour minimum ahd masimum
stock levels bazed on wour average daily zales aver a specified time Change Mode

Days to consider for Determining Average Daily Sales Factors for Determining Min/Max

Beginning Sales Date g/24/00  Ending Sales Date 11501

{~ Limit to In Port Days " Limit to Local Dperations Days Days between Re-orders 1
{  Limit to At Sea Days " Limit to Deployed Days Minimum Days of Stock on Hand 1
Avg
Diaily
Al Dept Category Article Mo, Description MIN - MAR Sales
jﬂll =l B Bi [ o o o

Record Controls

€| e
Clear Delete Save Exit
Record: M 1 H of 1 1 | »]
1. Click on the Change Mode button to activate the Calculate Min/ Max Levels Mode.
2. Scroll and select the appropriate EPOS activity that the smart re-stocking calculation is to be

generated for. Refer to the following figure:
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: MaxPoint POS Spstem - [frmreordemecd : Form] [_ =] x|

File Edit Insert Records ‘Window Help

Store Number - | I Calculate MingMax
Levels Mode
| 1 / SHIP STORE 1 br compute yaur minimnum and masinum

Days to consider for Determining Average Daily Sales Factors for Determining Min/Max

Ending Sales Date 175101

Beginning Sales Date

¢~ Limit to In Port Days

Select the appropriate
EPOS activity for smart
re—=tocking to be
calculated.

Record Controls

HEs

Clear Delete Save Exit

stock levels based on your average daily sales over a specified time Change Mode

" Limit to Local Dperations Days Days between Re-orders 1

" Limit to At Sea Days Limit to Deployed Days Minimum Days of Stock on Hand 1
Avg
Diaily
Al Dept Categary Atticle Mo, Digscripkion MIN_ MAE Sales
ﬂﬂ| = | El [ o[ o[ o

Record: [Fici hers to beain] L L #L[FF] of 1 < |2
3. Enter the number of days between breakouts in the Days between Re-Orders field.
4. Enter how many days of stock you want to keep on hand in the Minimum Days of Stock on Hand
field. Refer to the following figure:
i MaxPoint POS System - [frmieordenrecd : Form] HEE
EY S
File Edit Insert Records Window Help ﬂﬂ
Swreromber [ 1] | I e
Thiz screen allows you ta review ar compute your minimum and mazimumn
stock levels based on your average daily sales over a specified time Change Mode
Days to consider for Determining Average Daily Sales Factors for Determining Min/Max
Beginning Sales Date §/24/00  Ending Sales Date 1/5/01
{~ Limit to In Port Days " Limit to Local Operations Days Dayz between Re-orders "I_
" Limit to At Sea Days " Limit to Deployed Days Minimum Days of Stock on Hand ’?_
Al Dept Category Article Mo, Description

ﬂﬂ\ 5 |

4
4
(=1

[ [

Enter the desired days beween breskouts and
the minimum days of =tock on hand.

Record Controls

o

Clear Delete Save Exit

Record: Ll_l l—l 1 of 1 b | |ﬂ
5. Enter the starting and ending dates for the specific period that you want use as filtering criteria.
6. You can use additional filtering criteria to make the smart re-stock more specific. Refer to the

following figure:
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i MaxPoint POS Spstem - [frmreorderrecd : Form]

_ @] x
=
File Edit Insert Records Window Help ﬂi
T =y Tie | I Caleulate Min/Max
Levels Mode
This zcreen allows pou to review or compute yaur minimurn and maxinum
stock levels bazed on your average daily sales over a specified time Change Mode
Days to consider for Determining Average Daily Sales Factors for Determining Min/Max
T Limit to Local Operations Days Days between Re-orders 1
8 t to Deployed Days Minimum Days of Stock on Hand 7

Awvig
Draily
MIN - Max Sales

Article Ma. Diescription

E] E \ [ o of o
Enter the beginning and L
ending dates for the period vEm Eem erFseie asditianal
wou want to gather criteria for the systen to
information for. use for more specific
informaticn

Record Controls

EEH

Clear Delete Save Exit

Record: 14 1 4] of 1 <| |ﬂ

7. Scroll and select the department that you want to generate the smart re-stocking for. Refer to the

following figure:

i MaxPoint POS System - [frmieorderrecd - Form] HEE
grx
File Edit Insert Records Window Help 8] x|
e ey - | I Calculate MinfMas
Levels Mode
This screen allows you ta review or compute your minimum and masinurm
stock levels based on pour average daily sales over a specified time Change Mode
Days to consider for Determining Average Daily Sales Factors for Determining Min/Max
Beginning Sales Date 9/1/00  Ending Sales Date a/30/00
(" Limit to In Port Days " Limit to Local Dperations Days Days between Re-orders 1
("  Limit to At Sea Days T Limit to Deployed Days Minimum D ays of Stock on Hand 7
Avg
Daily
Al DepE~Category Article Mo, Diescription MIN _ MAR Sales
ﬂ of [ o] o] o

HiEmoking Products
A Fre-recorded Music

Camera

Sports Equipment, Athletic Supplies, Footwear

Consumetr Electronics, Appliances, Office Equipment

ugs and Ashtrays, Flowers, Gifts by Mail, Telephone Cards
= ggage, Leather Goods

Record Controls

elel

Clear Delete Save Exit

Record: 4 1 4] af 1 '| |ﬂ

You can identify specific items for smart re-stocking or generate a re-stocking for the entire
department.

Click on the RED All button and the system will calculate the Re-stocking level for the EPOS
activity. Refer to the following figure:
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: MaxPoint POS Spstem - [frmreorderrecd : Form] M= E

=3
File Edit Insert Recards Window Help 21|

Store Number 1= | I -

This screen allows you to review or compute your minimum and masinum

stock levelz bazed on your average daily sales over a specified time Change Mode
Days to consider for Determining Average Daily Sales Factors for Determining Min/Max

Beginning Sales Date 9/1/00  Ending Sales Date 9/30f00

¢~ Limit to In Port Days T Limit to Local Dperations Days Days between Re-orders 1

" Limit to At Sea Days T Limit to Deployed Days Minimum D ays of Stock on Hand 7
Avg
Daily

Al Dept Cakegory Articke Mo, Diescription MIN  MAK Sales

- - [ o o] o

El =l

Record Controls

L T T

Clear Delete Save Ewxit

Record: 14 T |l of 1 | | »

10. Once the system has finished with its calculations based on the criteria selected the following
screen will appear populed with the information:

1 MaxPoint POS System - [frmreorderrecd - Form] -]
EY S
File Edit Insert Records Window Help 2|
Store Number 1= | '
Thiz screen allows pou bo review or compute your minimurn ahd masimum
stock levels based on your average daily sales over a specified time Change Mode
Days to consider for Determining Average Daily Sales Factors for Determining Pf\'sgfl“lax
Beginning Sales Date 9/1/00  Ending Sales Date 43000
¢ Limit to In Port Days T Limit to Local Dperations Days Daps between Re-orders 1
(" Limit ko At Sea Days T Limit to Deployed Days Minimum D ays of Stock on Hand 7
Avg
Daily
Al Dept Category Article: Mo, Descripkion MIN - MAX Sales
»| ®@[¥ e cenor 0500000191 = [CANDY HEATH ORIG BAR Je. 7308 [7.6923 [0.9815
[ | ®fr1iJancanoy - [0500000195 ~ [HERSHEV/KISSES 62 [4 0zas [4.6154 [0.5769
| | ®[riJocancy - [0s00000196 - [HERSHEY MILK CHOCOLATE BAR [= 8923 [11.077 [1. 3846
[ | ®@fs1Jiaycanpy 0500000198 < |HERSHEV/HERSHEY W/ALMOND (255) [ o] o] [
[ | ®@f[si=Jiaycancy =osooonozo6 [ HERSHEV/KIT KAT (432) SLO [10.769 12,308 [1.5385
[ |®@fri=Jiancanoy ~ (0500000205~ [HERSHEVWHATCHAMACALLIT BAF: [15.846 21 538 [z.6923
| | ®@[r1i=Jiancanoy ~[0500000217 ~ [HERSHEV/REESE PHUT BUTTER CUP [43.077 [49.231 6,153
Record Controls
W | Ey | Rle
Clear Delete Save Exit

11. Click on the save button to save this information. Refer to the following figure:
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i MaxPoint POS System - [frmreorderecd : Form] !ﬂﬂ
"é UF 38 save asfExport., ‘

” File Edit Insert Records Window Help iljl
Store Number I ld ‘ I
This screen allows you bo review of compute your minimum and maximum
stock levels based on your average daily sales over a specified time Change Mode
Days to consider for Determining Average Daily Sales Factors for Determining Min/Max
Beginning Sales Date I 9/1/00  Ending Sales Date I a/30/00
= Limit to In Port Days " Limit to Local Operations Days D ays between Re-orders 1
i~ Limit to At Sea Days  Limit to Deployed Days Minimum Days of Stock on Hand 7
Avg
Daily
Al Dept Category Article Mo, Description MIN__ MAR Sales
Veofl -l [l = [ o[ o o

w R
| EL'-| [

Clear Delete S3v& Exit

Record: 14 « || 1 e || of 1 4] | »

11. Click on the Exit button to return to the Smart Re-Order Main menu.

Re-Stock Recommendation Report:

The Re-Stock Recommendation Report can be generated for the manager to review items that the system
has suggested for re-stock. Click on the Re-Stock Recommendation Report button and the report will be
generated. Refer to the following figure:

Note: You must first calculate the re-stock and save prior to generating this report.
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Bun Date: 15511
Breakﬂut Bun Tirne: 21
Recommendation
Report
I35 THEQDORE ROOSEVELT UIC V21247
Store 1
QTY On  QTY
Hand On Briou
Stock Numhber Description Min Max Hiore I-‘Ija]:i QTY
0500000191 CAMDY HEATH ORIG BAR 7 a 0 o7k 208
0500000195 HERSHEY/KISSES BS 4 o 0 168 24
050000019 HERSHEY MILK CHOCOLATE BAR 10 11 0 1728 432
000000208 HERSHEYANVHATCHAMACALLIT BAR 19 22 7 294 394
0500000217 HERSHEY/REESE PMUT BUTTER CUP 43 449 g o714 432
0500000232 HERSHEY/MINIATURES ASSTD B 7 0 144 24
0500000807 DEMTYME, CIMMAMOMN 24 27 0 0 MIS
0500000816  TRIDENMT, SPEARMINT SUGAR FEEE 26 249 G S5 23
0s0000032y  COUGH DROPS HALLS HMY LMM (480) a 9 0 0 MIS
0e00000828  COUGH DROPS HALLS MEMTHO (4807 9 11 7 0 M1
os00oo2107 CAMDY DOWE MILK CHOC B 7 2 288 208
0e00002416  DOUBLE DECKER MOOM PIE 7 a 2 72 12

Use this report to generate your next Breakout.
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Financial Accounting:

This function allows the operator to perform all of the accounting functions related to your ship’s store
system. To access this function, double-click on Financial Accounting. The following screen will appear:

Financial Accounting Menu

Accounting Adjustments
Amusement Collections
Amusement Machine Remittance
Cash Memorandum

Close out 153

Contributions to Ship Stores
Daily Transaction Report
Equipment Purchases

Grants to Ship

Laundry and Service Charges
Liabilities Assumed

Loans Paid

Loans Received

Rebates

Receipt Transmittal

Transfer of Ships Funds
Vending Collections

Return
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Accounting Adjustments:

This function allows you to make adjustments to receipts. To access this function, click on this selection,
and the following menu will appear:

Jk:counting Adjustment

Receipt # 0092 Confirmed [~

Date I 07-Jun-00 Adjustment Type |
Amount I V' Purchase
Letter Serial # " oso

Original Document Date

Original Receipt #

Document #

Comments

Original Transmittal Date I 07-Jun-2000

Add Post

Delete Record Return

DD-1149

Use Page Up and Page Down keys to navigate records

Adding a New Accounting Adjustment:

1. Click on the Add button. The next available receipt number and the current date fields are populated.

2. Enter the amount of the accounting adjustment. For negative figures ensure that a minus sign
precedes the amount.

3. Enter the sequence number in the Letter Serial Number field.
4. Double click in the Original Document Date field and select the appropriate date.
5. Enter the receipt number in the Original Receipt Number field.

6. Enter the procurement document number in the Document Number field.
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7. Enter any comments about the accounting adjustment in the Comments field.
8. Check the appropriate box in the Adjustment Type field.

9. Once you have verified that all information is correct, click on the Post button to finalize the accounting
adjustment.

Receipt # 0092 Confirmed [~

pate |  07-Ln-00 Adjustment Type |
Amount I $211.50) M purchase
Letter Serial # |3745 ™ oso
Original Document Date Im

Original Receipt # |20

Document # [v20632-0092-9745

Comments |receiving error 1

Original Transmittal Date I 6,/1,/2000

Add Post

Delete Record Return

DD-1149

Use Page Up and Page Down Keys to navigate records

Deleting a Accounting Adjustment:

Once an Accounting Adjustment has been posted it cannot be deleted. Another accounting
adjustment must be created to correct an error to the specific accounting adjustment.

If you have not posted the accounting adjustment you can then delete it.
1. Use the Page Up and Page Down keys to locate the accounting adjustment that you desire to delete.

2. Once you have located the appropriate accounting adjustment, click on the Delete Record button.
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Printing a Accounting Adjustment:

1. Use the Page Up and Page Down keys to locate the accounting adjustment that you desire to delete.

2. Once you have located the appropriate accounting adjustment, click on the DD-1149 button.

USS SAPANLHA2
FPO AE 03543-1603

ACCOUHTING RECEIPT HUMBER Confimned 5. DATE 5.REQUISITION HUMBER
D HSTMERT 0092 Page 10f1 o7 junan YW20632-0092-9745

1. EROM 7. DATE MATERIAL REQUIRED 6. PRIORITY

V20632

2. TO:

9 .AUTHORITY OR. PURPOSE

10 SIGHATURE

S. L. DORMAN, ENS,SC USNR

11 .WOUCHER. HUMBER

3. SHIP TO:

12 .DATE SHIPPED

13 .MODE OF SHIP

MEHT

14 AIR MOVEMEHNT DE SIGHATOR

4

Accounting and Appropriation Data

Appropiation Symbol Ohbject
And SubHead class

Bureau
Control Ho.

Sub
Allot

Authorization |Trans
Acct'g Act’Y | Type

Property
Acct'g Acty

Cost
Code

Amount

A7H4930.MC1 A 0on

21001

]

000250 TC

W20632

00000825745

(5211500

ACCOUNTIHG ADJUSTMEHNT

PURCHASE 5

THIS DOCUMENT EFFECTS RECEIPT # 89, DOCUME HT # v20632-0092-9745
ORIGIHALLY TRANSMITTED IH THE MONTH OF 672000

receung emor

Confirmed Accounting Adjustment
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Amusement Collections:

This function allows you to enter data regarding the collection of money from amusement machines. To
access this function, click on this selection and the following screen will appear:

Amusement Collections

Eollectinns I * |
Machine no | "I
Today's Date
Counter a
Total Collected I £0.00
Collected By I
Add Record Save Record
Delete Record Return

Adding a Amusement Collection:

To post an amusement collection to the ROM Il system, complete the following:

1.

2.

Click the Add Record button.

Use the drop-down arrow in the Machine field to locate and select the machine from which a collection
was made.

Double click in the Today's Date field and select the appropriate date.

Enter the meter reading in the Counter field.

Enter the dollar amount collected from the amusement machine in the Total Collected field.
Enter the name of the person making the collection in the Collected By field.

Once all the information has been verified to be correct, click on the Save Record button. This will post
the collection.

184
Updated 29 December 2000
Version 00.03E



Deleting a Amusement Collection:

1. Use the Page Up and Page Down keys to locate the specific collection to be deleted.

2. Once you have located the collection, click on the Delete Record button.

Amusement Machine Remittance:.

The Amusement Machine Remittance form allows the operator to enter information and post checks sent to
the amusement machine vendor for leasing.

Amuzement Femittance

Check No. | Yendor ISF‘RING YALLEY AMUSEMENT

£431.79 Percentage I42.9EI%
Letter Date I 29-Feb-2000 Total Collections I
Starting Date I 01-Feb-00 Total Due I

End Date I 29-Feb-00 Compute Total Collections and Total due |

Use Page Up and Page Down keys to navigate records

Add Remittance Delete | Transmittal | Return |

Remittance

Amount

Machine Numhber Description Previous Reading  Curreni Reading 3
| 2 |METALSLUG | 243447 | 240136
| 3 [STREET FIGHTE. | 37347 | 32645
| 4 [TEKKEN III | 05070 | 205047
| 7 |DIEHARD | 11424 | 111933
| g8 |AREASI | | i ~|

Adding a Amusement Machine Remittance:

1. Click on the Add Remittance button. The screen will refresh. Refer to the following figure:
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Amusement Bemittance

Check No.

Yendor ISF‘RING WaLLEY AMUSEMENT

Amount Percentage 42,00%

Letter Date Total Collections

1T
11

Starting Date Total Due
End Date Compute Total Collections and Total due |
Use Page Up and Page Down keys to navigate records
f Delete ,
Add R tt. . T ttal
emittance Remittance | ransmitta | Return |
Machine Nuniber Description Previous Reading  Curreni Reading :l
| 2 [METALSLUG { 2447 | 240136
f 3 |STREET FIGHTE. f w347 | 38645
f 4 |TEKKEN I | 05070, | 205047
f 7 IDIEHARD | t11424) | 111533
f 8 |AREAS! | 0 i <

Double click in the Starting Date field and select the appropriate date starting date.

Double click in the End Date field and select the appropriate ending date. Refer to the following figure:

Amusement Hemittance

Check No.

vendor ISF‘RING WALLEY AMUSEMENT

Amount £0.00 Percentage |42.QD %

Letter Date Total Collections

Starting Date 01-Jurm-00 Total Due I

i)

End Date Iw Compute Total Collections and Total due |
Use Page Up %’nd Page Down keys to navigate records
- Delete .
Add Remitt - T ttal
emittance Remittance | ransmittal Return |

Machine Number Description Previous Reading  Current Reading :I
f Z [METALSLUG { 2447 | 249136
| 3 [STREET FIGHTE { 37347 | 38645
| 4 [TEEKENIII | 205070 | 05047
f 7 [DIEHARD | 114 | 111933
f g8 [|AREASL [ o | 0 =

Click on the Compute Total Collections and Total Due button. The system will automatically calculate
amusement machine collections and calculate the percentage due to the vendor. Refer to the following
figure:
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Amusement Remittance

Check No. Yendor ISF‘RING YALLEY AMUSEMENT

Amount $0.00 Percentage IW
Letter Date Ii Total Collections |$33T
Starting Date Im Total Due IWT
End Date Im mute Total Collections and Total m

Use Page Up and Page Down keys to navigate records

Delete

|

Add Remittance Remittance | Transmittal | Return |
Machine Numiher Description Previous Reading  Current Reading ﬂ
| 7 [METAL SLUG | 243447 | 249136
| 3 [ETREET FIGHTE. | 37347 | 33645
| 4 |TEKKEN II | 205070 | 205047
| 7 |DIEHARD | 11424 | 111833
| 3 |AREAS! | o | 0 -

5. Enter the total that is displayed in the Total Due field in the Amount field. Refer to the following figure:

Note prior to confirming any remittance, verify that the Total Collections amount is the same as that
that is totaled in the cash books.

Amusement Bemittance

Check No. ISPRING WALLEY AMUISEMENT
Amount Checl number from
dis=bursing.
Letter Date |$33?.DD
—_— =
Starting Date .
End Date I 07-Jur-00 Compute Total Collections and Total due |
Date letter Use Page Up and Page Down keys to navigate records
generated . .
. Delete .
Add R tt ) T ttal
emittance Remittance | ransmita | Return |
Machine Number Deseription Previous Reading  Current Reading :I
| 2 [METALSLUG { 28447 | 249136
f 3 [STREET FIGHTE. f 37347 | 33645
f 4 |TEKKEN III | 205070 | 205047
f 7 [DIEHARD | 11424 | 111933
[ g |AREAS! | o | 0 r

6. Click on the Transmittal button and the following letter be generated:
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From: Commanding Cfficer, U35 SATPAN THA-2

Ta: SPEING VALLEY AMUSEMENT
1528 TECHNOLOGY DRIVE
CHESAPEAEE, WA 23320

07 -Tun-00

subg MONTHLY TEAWSKMITTAL CF MONIES FCOE LEASED AMUSEMENT M CHINES

Encl: (17 Check Mumber 123456 in the amount $144 57

1. Enclosure {1015 forwarded in accordance with the termes of the lease contract for electronic

amusement machines. The feollowing information applies:

a. Penod Covered: &/1/2000 to &/F7/2000
b Total Cash Collected per Cashbook:

Current Previous
Wame Ieter Meter Mumber Cash
of Game Reading Reading of Collected
METAL SLUG 249136 248447 689 $62.00
STREET FIGHT 38645 37347 1298 1500
TEEEENII 205047 205070 -23 F100.00
DIE HARD 1115933 111424 509 E12.00
AREAS] 0 0 0 E2s500
FATDEN 0 0 0 $63.00

c. Contractor's Eemittance:
42.9% of Gross Sales: $3%7

A H PAGE, CDE, 5C, USH

By direction

Copy to;

Commander

Mawy Ezchange Service Command (Code A)
3280 Vireinia Beach Blvd

Wircinia Brach WA 2344929724

Amusement Machine Remittance Letter

Cash Memorandum:
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This function lets you run your monthly Cash Memorandum report. To access this function, click on this
selection. From this screen, you can print an existing Cash Memorandum (one that was previously
generated), or create a new one. Click on this option and the following screen will appear:

Memorandom Cazh Sales Invoice Form

Start Date I
End Date I

& voucher Number I j

Generate Youcher

Number Save changes

Print Memorandum R t
Cash Sales Invoice etrn

Creating a New Cash Memorandum:

To create a new Cash Memorandum report, complete the following:
1. Click on the Generate Voucher Number button. A new voucher number will be inserted into the
Voucher Number field.

2. Advance to the Start Date field and double-click. Use the calendar selection box to select a start date
for your report.

3. Advance to the End Date field and double-click. Use the calendar selection box to select an end date
for your report. Refer to the following figure:

Memorandom Cash Sales Invoice Form

StartDate | 01-un-00
EndDate [ NN

voucher Number [v20632-0153-7554 =]

Lefmerate Y oucher

Number Save changes

Print Memorandum R
Cash 5ales Invoice eturn

4.  Click on the Print Memorandum Cash Sales Invoice button. The report will be generated and then
displayed for you to view. Refer to the following:
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REQUISTTION AND INVOI CE'SHIPPING DOCUMENT

5.REQUISITION DATE
Page 1 of 1

6. REQUISITION HUMBER

1. FROM
5. L DORMAN, EMNS,5C,USKR
LSS SAIPAN LHA-2

i

DATE MATERIAL RE QUIRED

& PRIORITY

2. TO
DISBURSING OFFICER

9. AUTHORITY OR PURPOSE
MNAWYSUP PLIB 487, PAR 2232

USS SAIPARN LHA-2

1

10. SIGHATURE

5. L. DORMARN, ENS,SC,USNR

1. WOUCHER ®DATE
W20632-0159-7554

3. SHIP TO

12. DATE SHIPPED

11B.

13. MODE OF SHIPMENT

14. BILL OF LADIHG

15. AIR MOVEMENT DESIGHATOR

4. Appropriation Symbol Object Bureau Sub | Authorization |Trans Property Cost Amount
And SubHead class | Control Ho. [Allot | Acct'g ActY | Type | Acct'g Acty Code
O7X4930. M2 8 a7 0 080951 3c 100721 020632958074 305 .04
1TRETZ23 2301 u] 3C O%2063275400 F337.00
B | FEDERAL STOCK HO,DESC AND CODMNG OF MATERIAL ANIVOR SERVICE | UNIT [QUANTITY [SUPPLY | TYPE | CON- UNIT PRICE|TOTAL CDST
HO. oF RED. ACTION | CON- | TAINER
155 TAMER | MOS.
@) ) &) ) @) @ @) ®) @
CASHDEPOSITEDWATH THE DISBURSING OFFICER ON B7F2000
CASHFROM SALES (97X4930) $0.00
CASHFROM SOFT DRIMNK WEMDIMNG CUP AMD CAM TYPES (37%4930) $0.00
CASHFROM BULK SALES (97+4930) $305.04
CASHCOLLECTED FROM AMUSEMEMT MACHIMES (178723) $337.00
COTHER COMTRIBUTIONS AMD SERMCE CHARGES (178723) $0.00
| CERTIFY THAT | HAVE RECEIVED FROM S L. DORMAM, ENS,.SCUSHR CASHIM THE AMO TOTAL $642.04
364204 REPRESEMNTING CASH COLLECTED FROM RET AL SALES §0.00,
CASHCOLLECTED FROM SOFT CRIMK, CUP 2D CAMN TYPE
YEMNDIMG MACHINES $0.00, CASH COLLECTED FROM FOUNTAIM SALES (MOME],
CASHCOLLECTED FROM BULK SA8LE S $305.0, CASH COLLECTED FROM AMUSE MACHIME S $337.00,
REB. CHECKS FROM EXCHANGE CAT. SALES (MCNE), OTHER CONTRIB. & SERYICE CHARGES $0.00,
FOR THE PERIOD 62000 TC B/7/2000 WHICH AMOUNT HAS BEEM IMCLUDED IM MY STATEMEMT
OF ACCOUNTABILITY FOR THE PERICD ENDIMG 6772000
16, TRAHSPORTATION VI 17. SPECIAL HAHDLING
18. [ISSUED BY TOTAL TYPE DESCRIPTION TOTAL | TOTAL [19.| Containers |DATE [BY Sheet Total
CONTAIMER [CONTAINER 'WEIGHT |[CURRENT R Received
Except As
E Hoted §642.04
CHECKED BY CFGONZAEZENS, SC US ¢ | Quantities |DATE [BY Sheet Total
EYMBOL NO. 3356 e Sm;‘lmd
Reept as
00 | Hoted
PACKED BY P Posted DATE |BY Sheet Total
T
OO FORM 1143 ORIGINAL
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Printing an Existing Cash Memorandum

To print an existing Cash Memorandum report, complete the following:
1. Click on the Voucher Number drop-down arrow to locate and select the voucher number for the
Cash Memorandum that you wish to print.

2. Click on the Print Memorandum Cash Sales Invoice button. The report will be generated and then
displayed for you to view.

3. When you are ready to print the report, from the preview screen, click on the print memorandum
cash sales invoice button.

4, Click on the return button to exit to the previous screen.

Close Out 153:

The Close Out 153 function is used at the end of the accounting period. To close out the 153 click on this
option and the following screen will appear:

Cloze Out Accounting Period

Update Cpening Inventory
Update Funds Brought Foward

Update Beginning Loan Balance
pdate Beginning and Ending Dates of Accounting Period

Mext Accounting Period Beginning Date 08-Jun-a0

Mext Accounting Period Ending Date I 09-1un-00

rarnddd

Close Accounting

Start Mew Fiscal Year )
Period

Return

1. Click on the Close Accounting Period button and you will get the following question messages:
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MaxFoint POS System I

& Have you done your breakbacks from canned and snack vending?

Message Number One

MaxPoint POS System E MaxPoint POS System

& Have pou completed and posted vaur physical inventaries? & Have vou verified that all information on wour 153 iz corect?
e Tes
Message Number Two Message Number Three

Once you have completed all of the things that are requested, then the system will close out and refreshes
all information.

Contribution to Ship’s Store:

This function lets you enter contributions received by the Ship’s Store system into ROM Il. To access this
function, click on this selection and the following screen will appear:

Contribution to Ship Store

Amount |

Today'sDate I

Check # I

Comments

Add Contribution Save Changes

Delete Contribution Return

Use Page Up and Page Down keys to navigate records
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Adding a New Contribution:

To add a new contribution, do the following:

1.

2.

Click on the Add Contribution button.
Enter the amount of the contribution (include the decimal point) into the Amount field.

Advance to the Date field and double-click. Use the calendar selection box to select the date that the
contribution was received.

Advance to the Check # field and enter the check number.

Advance to the Comments field and enter any appropriate comments (for instance, the contributor’s
name).

Click on the Save Changes button. Refer to the following figure:

Contribution to 5hip Store

Amn[%nt | £407.50

Today'sDate I_m

Check # |;2;2|:ns.u|:|

Comments | MAVY EXCHANGE CAR SALES PROGRAM

Add Contribution Save Changes

Delete Contribution Return

Use Page Up and Page Down keys to navigate records

Deleting a Contribution:

To delete a contribution, do the following:
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1. Scroll to the contribution desired to delete.
2. Click on the Delete Contribution button.

3. Click on the Save Changes button.

4. On the Return button to return to the previous menu.

Daily Transaction Report:

The Daily Transaction Log is used that when given a specific set of filters will generate a report of sales in a
specific EPOS activity.

B mat_daily_trans_fim : Form I
Date:

Store: =
Register: =

Generate ‘ Eetln

Report

1. Double click in the Date field and enter the desired date.
2. Scroll and select the appropriate store.
3. Scroll and select the appropriate register.

4. To generate the report click on the Generate Report button. Refer to the following figure:
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B3 mat_daily_trans_frm : Form

Date: 09-May-00

Store: 1=l

Register: 10018

Generate ‘ B

Report

Equipment Purchase:

This function lets you account for the purchase of major equipment. (For a list of authorized equipment,
refer to NAVSUP P-487 chapter 4 paragraph 4411.1). To access this function, click on this selection and

the following screen will appear:

Equipment Purchazes

Posted to 153 [~

Amount | |
Date |
Comments
Add Purchase Post to 153
Delete Purchase Return

Use Page Lp and Page Down keys to navigate records

Adding a New Equipment Purchase Record:

To add a new equipment purchase, do the following:
1. Click on the Add Purchase button.

2. Enter the amount of the purchase (include the decimal point) into the Amount field.
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3. Advance to the Date field and double-click. Use the calendar selection box to select the date that the
purchase occurred.

4. Advance to the Comments field and enter a brief description of the equipment and from whom it was
purchased. Refer to the following figure:

Equipment Purchases

Amount | £200.00 Posted to 153 [~

Date | 07-Jun-2000

Comments (coin changer

Add Purchase Post to 153

Delete Purchase Return

Use Page Up and Page Down keys to navigate records

5. Click on the Save Changes button. Refer to the following figure:

E quipment Purchases

Amount | £200.00 Posted to 153 [

Date | 07-Jun-2000

Comments |coin changer

Add Purchase
Delete Purchase Return

Use Page Up and Page Down keys to navigate records

Grants to Ship:

This function lets you enter grants received into ROM II. To access this function, click on this selection and
the following screen will appear:
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Amount | | Posted to 153 [~
Date |
Comments
Add Grant Post to 153
Delete Grant Return
Use Page Up and Page Down keys to navigate records

Adding a New Grant:

1. To add a new grant, do the following:
2. Click on the Add Grant button.

3. Enter the amount of the grant into the Amount field.

4. Advance to the Date field and double-click. Use the calendar selection box to select the date that the
grant was received.

5. Advance to the Comments field and enter a brief explanation for the grant.
6. Click on the Save Changes button.

7. Click on the Return button to return to the previous menu.
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Amount | £4,000.00 Posted to 153 [~

Date | 09-Jun-2000

Comments |Grant for returned ROM 1T equipment to
NEXCOM Ship's Store Prograrn|

Add Grant Post to 153

Delete Grant Return

Use Page Up and Page Down keys to navigate records

Deleting a New Grant:

1. Use the Page Up and the Page Down keys to select the desired Grant.
2. Click on the Delete Grant button and the appropriate grant will deleted from the system.

Laundry and Service Charges:

This function lets you enter laundry and service charges into ROM Il. To access this function, click on this
selection and the following screen will appear:

Laundry and Service Charges

Posted to 153: [V

Type of
Charge

Name [LCDR SCEARECE, ROBERT
Tracking # |PVDDD4EI

Amount I £27.50
pate ﬂ 12-Apr-2000

Comments [LAUNDREY CLAIM 10FEROO

[LaurDrY SERVICES -]

Add Record Post to 153

Return

Use Page Up and Page Down keys to navigate records
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Adding a Claim:

To add a new claim, do the following:
1. Click on the Add Record button.

2. Use the drop-down arrow in the Type of Charge field to locate and select the Laundry Claim option.
Refer to the following figure:

Laundry and Service Charges

Posted to 153: r
Type of
Charge I JJ\J
" LALMNDRY SERVICES \\
ame
SERVICE CHARGE Cordll
Tracking # and
=elgct .
Amount |
Date |
Comments
Add Record Post to 153
Delete Record Return
Use Page Up and Page Down keys to navigate records

3. Advance to the Name field and enter the name of the person filing laundry claim.

4. Advance to the Tracking # field and enter the tracking number, this is a locally prepared number by
your ship. This could also be the social security number of the person filing the laundry claim.

5. Advance to the Amount field and enter the amount of the laundry claim.

o

Advance to the Date field and double-click. Use the calendar selection box to select the date that of
the claim.

~

Advance to the Comments field and enter a brief description of the laundry claim. Refer to the
following figure:
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Laundry and Service Charges

Posted to 153: |

Type of
Charge

Name |Captain Srrith
Tracking # [5898

Amount I £36.00
Date I 12-Jun-2000

Comments [Damaged CHT Trouser

[LaumDRY SERVICES =]

Add Record Post to 153

Delete Record Return

Use Page Up and Page Down keys to navigate records

Click on the Post to 153 button to save the changes and post to ROM Il system. Refer to the following
figure:

Laundiy and Service Charges

Posted to 153: W~

Type of

Charge [LaunDRY SERVICES =]

Name

Tracking # |P00048

Amount | £27.50

Date | 12-Apr-2000

Comments |LAUMNDRY CLAIM 10FEROD

.
Add Record Post o 153
Delete Record Return

Use Page Up and Page Down keys to navigate records

Click on the Return button to return to previous screen.
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Deleting a Laundry Claim:

1. Use the Page Up and the Page Down key to select the desired Laundry Claim.

2. Click on the Delete Record Button. The following message will appear:

Delete Tranzaction #

@ “'ou are about o delete thiz Laundie or Service Charge.  Tranzaction
13

Cancel |

3. Click on the appropriate responce.

Adding a Service Charge:

To add a new service charge, do the following:
1. Click on the Add Record button.

2. Use the drop-down arrow in the Type of Charge field to locate and select the Service Charge option.
Refer to the following figure:

Laundiy and Service Charges

Posted to 153: |

Type of

Charge l {\J
LaUMDRY SERVICES \
SERVICE CHARGE Scragll
Tracking # Sl

s=lgot .
Amount I
Date I

Comments

Name

Add Record Post to 153

Delete Record Return

Use Page Up and Page Down keys to navigate records
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3. Advance to the Name field and enter the name of the Company performing the service.

4. Advance to the Tracking # field and enter the Invoice number for the service. This invoice is provided
by the company performing the service.

5. Advance to the Amount field and enter the amount of the Service Charge.

6. Advance to the Date field and double-click. Use the calendar selection box to select the date that of
the claim.

7. Advance to the Comments field and enter a brief description of the service charge. Refer to the
following figure:

Laundry and Service Charges

Posted to 153: [

Type of
Charge

Name |[GEKAY SALES
Tracking # |132598?4

|SERVICE CHARGE |

Amount | $230.55

Date | 12-1un-2000

Comments [VEMDIMNG MACHINE REPAIRS

Add Record Post to 153

Delete Record Return

Use Page Up and Page Down keys to navigate records

8 Click on the Post to 153 button to save the changes and post to ROM Il system. Refer to the following
figure:
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Laundiy and Service Charges

Posted to 153: W~

Type of
Charge

WETTEN COR SCEARECE, ROBERT]
Tracking # |P00048

[LaunDRY SERVICES =]

Amount | £27.50

Date | 12-Apr-2000

Comments |LAUMNDRY CLAIM 10FEROD

.
Add Record Post o 153
Delete Record Return

Use Page Up and Page Down keys to navigate records

9. Click on the Return button to return to previous screen.

Deleting a Service Charge:

1. Use the Page Up and the Page Down key to select the desired Service Charge.
2. Click on the Delete Record Button. The following message will appear:

Delete Transaction #

@ 'ou are about to delete this Laundry or Service Charge. Tranzaction
1

Cancel |

3. Click on the appropriate responce.
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Liabilities Assumed:

The liabilities function allows the operator to enter a figure for anticipated expenses for the next accounting
period. This is then entered to the line C24A of the 153.

Liabiities Assumed I

Liabilities Assumed | £0,00

Enter the dollar figure that you want to hold back for anticipated expenses for the next accounting period.
Click on the return button to exit and save. The figure will post to line C24A on the 153.

Loans Received:

This function lets you enter loans received, from NEXCOM, into ROM IIl. Once a loan has been added, you
track the payments that your ship makes on the loan through the Loan Payments function. To access this
function, click on this selection and the following screen will appear:
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Starting Balance | f0.00 postedto 153 |

Current Balance | +0.00

New Balance |

Amount |
Date I
Letter Serial # I
Comments
Add Loan Post to 153
Delete Loan Return

Use Page Up and Page Down keys to navigate records

Adding a Loan:

To add a new loan, complete the following:
1. Click on the Add Loan button.

2. Enter the amount of the loan into the Amount field.

3. Advance to the Date field and double-click. Use the calendar selection box to select the date of the
loan.

4. Advance to the Letter Serial # field and enter the serial number of the letter that authorized the loan.

5. Advance to the Comments field and enter a brief description of the loan. Refer to the following figure:
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Loan Receiving Form

Starting Balance | £000  postedto 153 [

Current Balance | 0,00

New Balance |

Amount | $5,000.00

Date I 12-Jun-2000

Letter Serial # INE)(COI\-"I 12123

Comments | 0aN RECEIVED FOR BARBER SHOP

REMODELING]
Add Loan Post to 153
Delete Loan Return

Use Page Up and Page Down keys to navigate records

6. Click on thePost to 153 button. The New Balance field is upated automatically.

Starting Balance | f0.00 Ppostedto 153 ™

Current Balance | £0.00

Mew Balance ct::h £5,000.00

Cnce you post the

v=ten makes the

Aml:luntl £5,000.00 new changes to
the Hew Balance

ate I 12-Jun-2000 field.
Letter Seral £ INE)(COM 12123

Comments |LOAN RECEIVED FOR BARBER. SHOP

FEMODELIMG
Add Loan Post to ISﬁ}
Delete Loan Return

Use Page Up and Page Down keys to navigate records

7. Click on the Return button to return to the previous menu.
Note: Once you have entered all the information and saved the new loan the New Balance field will reflect

the new loan figure and the Current Balance field. Once you have save this information the 153 will be
adjusted accordingly.

Deleting a Loan:

To delete a Loan Received, do the following:
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1. Use the Page Up and Page Down Keys to locate the record that you wish to delete.
2. Click on the Delete Loan button.

3. Click on the Return button to return to the previous menu.

Loans Paid:

This function lets you enter loan payments, to NEXCOM, into ROM II. Once a loan has been added, this
function lets you track the payments that your ship makes on the loan. To access this function, click on this
selection. The following screen will appear:

Starting Balance | t0.0) Posted to 153 [

Current Balance | £5,000.00

New Balance |

Amount I
Date I
Add Payment Post to 153
Delete Payment Return

Use Page Up and Page Down keys to navigate records

Adding a Loan Payment:

To add a new loan payment, do the following:
1. Click on the Add Payment button.

2. Enter the amount of the Payment into the Amount field.

3. Advance to the Date field and double-click. Use the calendar selection box to select the date of the
loan payment. Refer to the following figure:
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Starting Balance | £0.00  Posted to 153 |

Current Balance | £5,000,00

New Balance |

Amount | $2,000.00

Date | FESMNENEN

Add Payment Post to 153

Delete Payment Return

Use Page Up and Page Down keys to navigate records

4. Click on the Post to 153 button.

5. Click on the Return button to return to the previous menu.

Deleting a Loan Payment:

To delete a Loan Payment do the following:
1. Use the Page Up and Page Down Keys to locate the record that you wish to delete.

2. Click on the Delete Loan button.

3. Click on the Return button to return to the previous menu.

Rebates:

This function lets you enter Rebates into ROM Il. To access this function, click on this selection. The
following screen will appear:
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Bebatesz
—

Date |
Comments
Add Rebate Post to 153
Delete Rebate Return

Use Page Up and Page Down keys to navigate records

Adding a new Rebate:

1.

2.

Click on the Add Rebate button.
Enter the amount of the Rebate in the Amount field.
Double click in the Date field and enter the appropriate date.

Enter any information about the Rebate in the Comments field. Refer to the following figure:

Amount | £200.00 Posted to 153 [

Date | 12-JUn-2000

Comments [Enter who rebate comes from here,

Add Rebate Post to 153

Delete Rebate Return

Use Page Up and Page Down keys to navigate records
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Deleting a Rebate:

To delete a Rebatet do the following:
4. Use the Page Up and Page Down Keys to locate the record that you wish to delete.

5. Click on the Delete Rebate button.

6. Click on the Return button to return to the previous menu.

Receipts Transmittal:

The receipts transmittal option allows the operator to generate the monthly transmittal report and disk.
Click this option and the following screen will appear:

Ermt

Creating a Receipt Transmittal:

1. Double click in the Start field and select the desired start date.
2. Double click in the End field and select the desired end date.

3. Press the Enter button and the Print and Create disk buttons will become active. Refer to the following
figure:
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01-May-00
31-May-00

Printing the Monthly Transmittal:

1. Click on the Print button and the report will be generated. Refer to the following cover letter:
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12-Tun-00

From: Commanding Cfficer, U5 SATPAN, THA-2
To: DEFENZE FINANCE & ACCOTUNTING SEEVICE
NOEFOLE OFLOC, CODE FEVE
P12 VIEGINIA AVENUE, NOEFOLE, WA 23511
NOFFOLE, WA 23511-3297

sub TEANGMITTAL OF SHIF': STCREE EECEIFTS
Ref: (a) MAVSUP Pub 487, par. 5305

Encl: (1) RECEIPTS FROM PURECHASE
(2) RECEIFTS FROM OTHEE SUPPLY OFFICER:

1. In accordance with reference (a), enclesures (1) and (2) are forwarded for the month of
IMay containing receipt numbers 008E through 0089,

4 H PAGE, CDE, 3C, UMW
By direction

The monthly receipts and accouting adjustments will be reported on the sheet/s following the cover letter.
Refer to the following report:
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Page 1 of 1

Eun Date: &/12/00
Eun Time: 13:08

TEAMSKMITTAL OF SHIP's STORE EECEIPT DOCUMENTS

Ship's Store, TSE SATPAN THA -2 TIIC V20632
For Pertod: 57172000 Through 5/31/2000

Date of BEeceipt Eeceipt Mo PO Feqg Mo Purchase's
573400 B W2na32-00%4-9778 458 50
5f31/00 o0gs W2Na32-00%2-9745 B6, 06737
Taotalz Fé, 56587

Creating a Transmittal Disk:

1. Format a floppy disk.
2. Click on the Create Diskette button.
3. The system will copy the transmittal information to disk.

Transfer of Ship’s Funds:

This function allows you to post funds transferred to MWR from your ship’s operation.

function, click on this selection and the following screen will appear:
Amount | | Postedto153 [
Date l—
Comments

Add Transfer

Post to 153

Delete Transfer

Return

Use Page Up and Page Down keys to navigate records

Adding Funds:

To add funds, do the following:
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1. Click on the Add Transfer button.
2. Enter the amount into the Amount field.
3. Advance to the Date field and double-click. Use the calendar selection box to select the date.

Advance to the Comments field and enter a brief description of the funds being transferred and check
number. Refer to the following figure:

Funds Transferred

Amount | £3,000.00 Posted to 152 [~

Date | 01-Jun-2000

e

Comments [Funds Transferred to MwR]|

Add Transfer Post to 153

Delete Transfer Return

Use Page Up and Page Down keys to navigate records

5. Click on the Post to 153 button.

6. Click on the Return button to return to the previous menu.

Vending Collections:

This function lets you enter data regarding the collection of money from vending machines. To access this
function, click on this selection and the following screen will appear:
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Yending Collection Process

Accounting Period Start:  05-4ug-2000

Accounting Period Start:  31-Dec-2000

Storage Room I m i I

¥ending Machine Number I o= I
Today's Date I 29-Diec-2000
Amount Collected I 40,00

Add New Collection |

Delete Collection | Return

Use Page Up and Page Down keys to navigate records

To post vending collections to the ROM Il system, do the following:
1. Click on the Add New Collection button. This process must be done for each machine collected.

2. Click on the drop-down arrow in the Storage Room field and select the appropriate storage room that
the machine is fed by. Refer to the following figure:

Yending Collection Process

Accounting Period Start:  05-4ug-2000
Accounting Period Start:  31-Dec-2000

Storage Room s
9700
¥Yending Machine Numbey- | 3500
Today's Date 29-Dec-2000
Amount Collected I

Add New Collection |

Delete Collection | Return

Use Page Up and Page Down keys to navigate records

3. Use the drop-down arrow in the Vending Machine Number field to locate and select the machine.
Refer to the following figure:
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Yending Collection Process

Accounting Period Start:  05-Aug-2000

Accounting Period Start:  31-Dec-Z000

Storage Room I 9700 - I

Yending Machine Mumb
Today's Date

Amount Collected I

Add New Collection |

Delete Collection | Return

Use Page Up and Page Down keys to navigate records

4. Advance to the Date field and double-click. Select the collection date from the calendar selection hox.

Advance to the Amount Collected field and enter the dollar amount collected from the machine. Refer
to the following figure:

5.

¥ending Collection Process

Accounting Period Start:  05-Aug-2000

Accounting Period Start:  31-Dec-2000

Storage Room I 9700 'I
¥ending Machine Number I - I

Today's Date 23-Dec-2000
Amount Collected I 200,00

Add New Collection |

Delete Collection | Return

Use Page Up and Page Down keys to navigate records

Repeat steps 1 through 5 until you have entered all of the current collections. When you are finished
entering collections into the system, click on the Return button. You will be returned to the previous menu.
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Inventory Count Functions:

This function lets you create, view, edit, track and account for the inventory in your ship’s store system.

To access this function, double-click on Inventory Functions. The following screen will appear:

Create New Inventory Count
PDT Communications
View/Update Inventory Count
Inventory Management Reports

Return

Create New Inventory Count:

This function lets you generate an inventory worksheet on which a physical count will be recorded. A
physical count can be recorded manually or via PDT transfer. To generate a New Inventory Count Sheet,
click on the Create New Inventory Count option. The following screen will appear:
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Inventory Count Selection

| el ‘ISeIect Store |~
! =

*|Se|ect Criteria |-

-

Generate
Inventory
Count

Select All
De-Select All

FiE

Return

1. Click on the drop-down arrow in the select store field. Select the outlet that is to inventoried. Refer

to the following figure:
"‘SEEEt Store |—

|1 Retail Store 1
2 Snack Shack
el=] Bulk Storeroom
49500 AT&T PHOME CARD Mad

9600 | JUICE STORERQOM
9700 | SMACK MACHINE STORH

Inventory
Count

Select All
De-Select All

Return

it

2. Click on the drop-down arrrow in the select criteria and select the desired criteria. If you select
category the inventory worksheet will be by category. For example; Accessories, Ballcaps,
batteries, etc. Select article number and the worksheet will be by stock number. For example;
0100000000,0100000001, 0100000010, etc. Refer to the following figure:
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Select Store |——
I =] 'I

Select Criteria |—
| Cateqory

Article Mo
Generate
Inventory
Count

Select All
De-Select All

Return

ik

3. For a specific item/s or category, click on the appropriate check boxes to the right of that criteria.
For a complete inventory click on the Select All button. To conduct a spot inventory, just check the
items for the spot inventory. Refer to the following figure:

Note: Click on the De-Select All button to clear checkmarks from boxes.

Inventory Count Selection

‘|Select Store |—
I8 S EER|

*|Se|ect Criteria |

|»

0500009084 CANDY MEOMN SQUIGGLES

0E00001453

0600002200 CRACKERS CHEEZIT SINGLE SERWE BOX #3501
06000032724 COOKIES VIEMMA FIMGERS (WEMDING) #5012
0600004248 CRACKERS aNIMAL CHOC-CHIP

0600003012 COOKIES DUPLEX CREME

0700005226 SHACK, POPTART BLUBERRY (WEMD)
1000000016 LIGHTER CHILD GUARD LCP172/LCP11 #3990
1200001015 AIR FRESHER STICK-UP SUMSPLASH #46012
1500000101 CALCULATOR ALARM CLOCK COMPACT #SP10B
16211025046 WASHCLOTH (NASHVILLE)

2395900035 WHS TAPE CLEAMER #4141/#11710
4111004221 WA TCH CASIO DEF4HL-3W

5523001006 BRIEFS BVD SIZE 40 #40591

0523001010 T-5HIRTS BYD SIZE LARGE Jpk #40602
55253051395 S0CKS 'WHITE CREWY

7000032053 100% ORAMGE JUICE

0100000015 WRITING PAPER, TABLET REG (AFS)
0100000040 PICTURE, SAIPAM SHIPS PICTURE
0100000044 POST CARD, SHIPS 10 PER PACK
010000009345 DECALS 4X4 ROUND CREST

0100000205 PEM, DYMAGRIP RT10 BLACK

01000003232 MAILERS 7911*M CUSHIONED 8 1/2 % 11 # 2
0111200513 PEN, BIC BLACK MED PT

-

Generate
Inventory
Count

Select All
De-Select All |

Return |

e

219
Updated 29 December 2000
Version 00.03E



Inventory Count Selection

v = 159Iect Store |—
0S00009084 CANDY NEOM SQUIGGLES ~ I8 S 99 -
0600001453 [

0600003200 CRACKERS CHEEZIT SINGLE SERVE BOX #501 7 Select Criterial
0600002724 COOKIES WIEMMA FINGERS (VENDING) #5012 ~ |***rtiCIB No -
0600004248 CRACKERS AMIMAL CHOC-CHIP ¥
0600002012 COOKIES DUPLEX CREME ™
Generate
0700005226 SMACK, POPTART BLUBERRY (WEND) v Inventory
1000000016 LIGHTER CHILD GUARD LCP172/LCP11 #3990 ~ Count
1200001015 AR FRESHER STICK-UP SUNSPLASH #46012 [ =
1500000101 CALCULATOR ALSRM CLOCK COMPACT #SP10B vl Select All |
1621105046 WASHCLOTH (MASHWILLE) ™ De-Select Al |
2395000035 YHS TAPE CLEANER #W141/#11710 ¥
4111004221 WATCH CASIO DBE34HL-3v ™
5523001006 BRIEFS BYWD SIZE 40 #40591 v Return |
5523001010 T-SHIRTS BVD SIZE LARGE 3pk #40602 ~
55253051395 SOCKS WHITE CREW [
8700002053 100% ORAMNGE JUICE 74
0100000015 WRITING PAPER, TABLET REG (AFS) ™
0100000040 PICTURE, SAIPAN SHIPS PICTURE ~
0100000044 POST CARD, SHIPS 10 PER PACK [
010000009345 DECALS 4%4 ROUND CREST 7
0100000205 PEM, DYMAGRIP RT10 BLACK ~
0100000332 MAILERS 7911k CUSHIOMNED & 1/2 x 11 # 2 ¥
0111200518 PEM, EIC BLACK MED PT ™ =
4, Click on Generate worksheet. The following message box will appear:
Inventory Create E
@ Y'ou are about to create a new inventany count waorksheet. Do pau
wizh to continue
Ho
5. Click on the Yes button. The Inventory Count screen will appear populated with only those items

that you checked.

View/Update Inventory Count:

From this option you can view and update inventories that you have conducted. Click on this option and
the following screen will appear:
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Inventory Count

T4

Search for Count
Store Mo

Ll

Inventory Control Mo
Current  Current

Dept. Category Article Mo Description Book Actual
[c2 [c2yTaBlET  |p10000001S  [WRITING PAPER, TABLET REG (AFS) o [z
|c2  [ic2y PHOTOGRAID100000040  [PICTURE, SaIPAN SHIPS PICTURE 12 [os
[c2  |c2) PHOTOGRAND100000044  |POST CARD, SHIPS 10 PER PACK 100 100
cz |2y PEN 0100000205 [PEM, DYMAGRIP RT10 BLACK 26 B4
cz |2y PEN 0111200518 [PEN, BIC BLACK MED PT 14 34
[c2  ficzy PEn [0111200543  |PEN, PARKER JOTTER 2 o
|c2  |ic2) ENvELOPE [0123190124  [ENWELOPES, PLAIN 9205 148 178
1 [(C1) ACCESSOR' 0200007000  JPLAQUE, PHIBRON 4 B B
a1 [(a1) canDy 0500000195 [KISSES 24 42
[s1 [a1ycanoy  |pSoDDO0198  |CAMDY, HERSHEY W/ALMOMNDS [z2 24
[s1 J@1ycenpy  [0S00000200  [CAMNDY, MR GOODBAR [a45 a4z
21 [ra1) canDy 0500000204 [CAMDY, ROLO -2 47
a1 [(a1) canDy 0S00000206  [CAMDY, KIT KAT 342 426
|p1 [a1)camDy  |pSOD000208  [CAMDY, WHATCHAMACALLIT [z [4=3

i . Inventory Count i
Sort Artlc.le # Sort Desc Update Inventory Count Sheet nventory Coun Confirm

Aecending Ascending Report Inventory
Inventory From
Sort Article # Sart Desc. PDT Dovniload Items Scanned but )
Descending Descending mat found Repart Destrepencies Repart Return

1. Use the drop-down arrow in the Search for the Count field to locate the inventory count sheet that you
just created. Look for the date of count and for the corresponding inventory control number. Note that
the inventory control numbers will begin with the numbers you assigned your outlets. 1.E. Bulk will
start with 99 and be followed by three digits and look something like 99001. Refer to the following
figure:

Search for Count (j D

Store Mo [Date of Count [ Inventory Cara
Inwentory Contral Mo 28-Feb-2000 19918 —
29-Feb-2000 213

Description 20-Feb-2000 119
[WRITING PAPER, Tag]10-Mar- 2000 9520

13-Mar-2000 |222 —
IPICTURE, SAIPAN SHI
|F‘OST CARD, SHIPS 10 16-Mar-2000 | 125 -

13-Mar-2000 9923

2. Use the drop-down arrow in the Store Number field to locate and select the appropriate outlet. Refer
to the following figure:
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Search for Count [28-Feb-2000
Storeho [§
Inventory Contral Mo

Description

To enter quantities on the Inventory count sheets you can either manually type in the quantities in the
current actual field, or you click on the Update Inventory with PDT Download. (If the PDT download is
to be used ensure that the inventory has been downloaded prior to this step. See PDT Users
Guide section of this manual.) This will initiate an update of the Current Actual column. Refer to the
following figures:

Search for Count [28-Feb-2000 ' 1
Store Mo
Inventory Control Mo (9916

Quantities of
the stock that
the =y=tem has
on hand.

-
-

Current  Current
Dept. Category Article Mo Description \-».ﬁ/B?uk Actual

|c2  [iczy PHOTOGRAI 0100000040 |PICTURE, SAIPAN SHIPS PICTURE 5 \! fo
|c2 |2y PHOTOGRAID100000044  POST CARD, SHIPS 10 PER PACK 100 \ [0
2 [ic2) carD 0200000161  [CARDS, CREATA CARD (BLAMK-MACHINE) J 191 l| 0
41 [(a1) canDy  |0SO0000191  [HEALTH ORIGINAL [ 288 ] 0
[s1  [@1ycanoy  |pSooooozo4 canpy, ROLO o fo
41 [(a1y CanDy  [0S00000394  [CAMDY, THREE MUSKETEERS BAR 0 0
51 [(a1) CaMDY  |0S00000395  |CAMDY, MARS BAR 288 0
[s1  [a1ycanpy  |DSO0000400  [CANDY, STARBURST ORIGINAL [0 fo
41 [(a1) CanDY  |0S00001671  |CAMDY, JOLLY RANCHERS ASST. | 48 J D
51 [(a1) CaWDY  |0SO0003S61  |CAMDY, MUTRAGEDUS \ D { 0
[s1 [a1ycanpy  [nSoO004000  CANDY, JOLLY RANCHERS GUMMIS U48 } fo
41 [(a1) CanDY  |0S00004136  [STARBURST JELLY BEANS 36 f D
41 [(a1) CanDY  |0SO0004206  |CAMDY STARBURST TWIST B8 /f 0
|1 [a1pcamDy  |0SO0004207  [CAMDY, TOOTSIE POP o o
i Tnventory Count i
Sort Artlc_le # Sort Degc. Update Irventory Count Sheet MO LOUr Confirm
Ascending Ascending Repart Inventory
Inventory From
Sort Article # Sort Dest. PDT Download Items Scanned but :
Descending Ciescending nat found Repart Descrepencies Report Return
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Inventory Count

Search for Count [25-Feb-2000 -[| This field is .
— where the
Store Mo | actus 1 ]
Inventory Control Mo (9916 AR
will be ent  Current
Book

Dept. Category Article Mo Diescription posted. You cual
can nodify
|c2  [iczy PHOTOGRAI 0100000040 |PICTURE, SAIPAN SHIPS PICTURE thi=z field [ Ih \l
naniisl Ll
|c2 |2y PHOTOGRAID100000044  POST CARD, SHIPS 10 PER PACK 100 "|D \l
2 [ic2) carD 0200000161  [CARDS, CREATA CARD (BLAMK-MACHINE) 191 { 0 \
41 [(a1) canDy  |0SO0000191  [HEALTH ORIGINAL 288 J 0
[s1  [@1ycanoy  |pSooooozo4 canpy, ROLO o fo
41 [(a1y CanDy  [0S00000394  [CAMDY, THREE MUSKETEERS BAR 0 0
51 [(a1) CaMDY  |0S00000395  |CAMDY, MARS BAR 288 0
[s1  [a1ycanpy  |DSO0000400  [CANDY, STARBURST ORIGINAL [0 fo
41 [(a1) CanDY  |0S00001671  |CAMDY, JOLLY RANCHERS ASST. 48 D
51 [(a1) CaWDY  |0SO0003S61  |CAMDY, MUTRAGEDUS D ] 0 [
[s1 [a1ycanpy  [nSoO004000  CANDY, JOLLY RANCHERS GUMMIS a5 \ID ’
41 [(a1) CanDY  |0S00004136  [STARBURST JELLY BEANS 36 D )‘
41 [(a1) CanDY  |0SO0004206  |CAMDY STARBURST TWIST 288
|1 [a1pcamDy  |0SO0004207  [CAMDY, TOOTSIE POP o g
i Tnventory Count i
Sort Artlc_le # Sort Degc. Update Irventory Count Sheet MO LOUr Confirm
Ascending Ascending Repart Inventory
Inventory From
Sort Article # Sort Dest. PDT Download Items Scanned but :
Descending Ciescending nat found Repart Descrepencies Report Return

Functions of the various buttons on this screen:

* UPDATE INVENTORY FROM PDT DOWNLOAD - Used to download inventory
counts to the inventory count sheet.

* INVENTORY COUNT SHEET - Is a hard copy inventory count sheet that quantities
can be entered on.

» |ITEMS SCANNED BUT NOT FOUND REPORT - Is a report that tracks UPC’s
scanned at inventory, but were not found within the system.

* INVENTORY COUNT REPORT - Is a report for the final dollar value. This report
list all items inventoried with dollar amount extensions.

» DESCREPENCIES REPORT - Is a detailed report for all items that show a variance
between the Book Quantity and Actual Quantity.

» CONFIRM INVENTORY - Use this button to confirm the inventory once all
reconciliation has been completed. This process cannot be undone.
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» SORT ARTICLE NUMBER ACCENDING AND DECENDING - Use this button to
create a filter to report the inventory by stock numbers in sequence.

» SORT DESC ACCENDING AND DECENDING - Use this button to create a filter to
report the inventory by description in sequence.

PDT Communications:

ROM Il lets you use the Symbol 3100 to send or receive data from the ROM Il system. You can only send
or receive data using a PC that is loaded with the ROM Il — Back Room Service system. Click on this
option and the following screen will appear:

PDT Communications Menu

Communications Menu ‘|2 feco B | [ |

1 To send UPC data to PO, first get the
Send UPC's to PDT POT ready to receive data, then send

the data by pressing this button

Import Inv/BRKOUT
Data from PDT

To import inventory data from the

POT, first press this button, Progress
Update UPC'S should read 0. Then send the data
from the POT.

Settings | Return

Progress I

To use this function ensure, that the PDT is properly connected to the BackOffice system. Use COMM
PORT ONE.

Sending UPC’s to PDT:

BackOffice: This Process Takes Approximately 15 Minutes for Each PDT
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PDT Communications Menu

Communications Menu ‘ E

| T B Ju J1

Send UPC's to PDT

To send UPC dats to PDT, first get the
POT ready to receive data, then send
the data by pressing this buthon

Import Inv/BRKOUT
Data from PDT

To irnport imventary data from the

POT, first press this buthon. Progress
should read 0. Then send the data

Update k. C'S

from the POT.

Settings | Return

Ready to receive UPC updates, Press ENTER on the PDT!

Progress I 0

PDT FUNCTIONS:
1. From the PDT main menu, select function two (COMMUNICATIONS). Refer to figure A.

2. From the Communications menu select function two (RECEIVE UPC DATA). Refer to figure B.
3. Figure C illustrates what the PDT will display prior to uploading the UPC's.

/ﬁ /ﬁ

-

SYMBCL

—

|

FOTI100

EINE: - —
|

il

L} EREOUT-IHV

24 COMMITNICATIONS

3 ERASE TATA
4) VERIFY UPC'S

LA |

ﬂ"ﬂﬂlﬂﬂuz

™ e

Figure A

SYMBEOL

| 13 SEHD DhTh

COHHUNTCATIORS HF‘UII

SVMECL

FOT |1I'I'l

2:-R‘:IEI.IPC:H'|
I]Hhr"\lfl-ll |

I s FRSENIT |

|

[ zeneelp seoes|h

[loeoce R
Ieag oo DB

||m.<:-=_'-;3 |||E,:]E
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| [6] [evren]
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Figure

Figure C

B

225

Updated 29 December 2000

Version 00.03E



BackOffice: This Process Takes Approximately 15 Minutes for Each PDT.

1. Click on the Send UPC's to PDT button. The data will be downloaded to the PDT.

PDT Communications Menu

Communications Menu ‘|2 peon B | ‘

Send UPC's to PDT

Import Inv/BRKOUT
Data from PDT

To send UPC dats to PDT, first get the
POT ready to receive data, then send
the data by pressing this buthon

Update k. C'S

Settings | Return

To irnport imventary data from the
POT, first press this buthon. Progress
should read 0. Then send the data
from the POT.

Ready to receive UPC updates, Press ENTER on the PDT!

Progress I 0

PDT FUNCTIONS:

1. From the PDT main menu select function one (BRKOUT/INV). Refer to figure A.

2. Scan the barcode of the item. Refer to figure B.

3. Enter a quantity. Refer to figure C. Note that if UPC maintenance has not been accomplished that you
must enter a SKU (STOCK NUMBER) before the PDT will allow you to enter a quantity. Refer to figure

D.
Press the Enter button.

© N o g &

Repeat steps 2-4 until all the different items have been scanned.
Press the FNC button and the 9 button simultaneously to exit.

From the PDT main menu select function two (COMMUNICATIONS). Refer to figure A.
From the Communications Menu, select function one (SEND DATA). Refer to figure E.
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PDT FIGURES A THROUGH E

SYMBOL

EREANCUT INVENTCRT |
K

SR s
STOCE MUMEER

Pl

1) ERROUT-INY
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EH]
4
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BackOffice:

1. From the BackOffice, click on the Import Inv/BRKOUT Data from PDT button. Refer to the following
picture:

PDT Communications Menu

Communications Menu ‘|2 peon B [ T ‘

. To send UPC data to POT, first get the
Send UPC's to PDT PODT ready to receive data, then send

the data by pressing this button

P

<”I‘nT|Tort Inv /BRKOUT
Data from PDT L

To import inventory data from the
POT, first press this button, Progress
Update UPC'S should read 0. Then send the data
from the POT.

Settings | Return

Progress I

2. Once you have clicked on the Import Inv/BRKOUT Data from PDT, the following message will appear
at the bottom of the PDT Communications Menu:

PDT Communications Menu

Communications Menu ‘|2 peoo B ‘

1 To send UPC data to PDT, first get the
Send UPC's to PDT POT ready to receive data, then send

the data by pressing this button

Import Inv/BRKOUT
Data from PDT

To import inventory data from the
POT, first press this button. Progress
Update UPC'S should read 0, Then send the data
from the POT.

Settings | Return

Ready to receive physical count file, Press ENTER on the PDT!

Progress I 0
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PDT FUNCTIONS:

1. From the Communications menu, select function one (SEND DATA). Refer to figure A.
2. Press the Enter button and the data will be downloaded from the PDT to the BackOffice system.
3. Once all the data has been downloaded, click on the Return button until you reach the main menu.

Update UPC’s:
The system also has the ability to download UPC maintenance to the BackOffice system.
BackOffice:

PDT Communications Menu

Communications Menu ‘|2 feco B | [ |

1 To send UPC data to PO, first get the
Send UPC's to PDT POT ready to receive data, then send

the data by pressing this button

Import Inv/BRKOUT
Data from PDT

To import inventory data from the

POT, first press this button, Progress
Update UPC'S should read 0. Then send the data
from the POT.

Settings | Return

Progress I

1. Click on the Update UPC'’s button.

PDT FUNCTIONS:

1. From the PDT Main Menu, Select the Verify UPC’s option. Refer to figure A.

2. Scan the item. If the item has not had UPC maintenance done, the PDT will prompt the user to enter a
stock number.

3. Complete steps 1-2 until all items have been entered.

4. From the Communications menu, select function one (SEND DATA). Refer to figure B
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4. Press the Enter button and the data will be downloaded from the PDT to the BackOffice system.
5. Once all the data has been downloaded, click on the Return button until you reach the main menu.

PDT FIGURES A AND B:

_!T §

SYWBOL FOT 3100

COHHUNTCATIONS. HEMIT
1) SEHD DWTh |

SYMBGL pr.:nnn—f

HAL
|15 ERKOUT-THY |
g; g!_ﬂhgﬂ%:ﬂIWE 2) RECEIVE UPC DATA [
4) VERIFY UBC'S | 31 HATH HERU

|
L CHOECE:

HEHO® E‘P.EJI[-]E[
[ e ) HEIZTy
| DEOEE
El T E aE J B I8 3E
BEET T3 b mess=s
5 I E I3 = S
r;an_.;:; pECZE
EARCHEY & EE]
& Blie) & Bl @
| I B3 (OGS
! @- L@E"il‘zrf
Figure A Figure B
PDT Settings:

The PDT has specific settings in order for it to operate correctly ensure that these settings are correct.
Refer to the following picture:
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B PDT Communications Parameters

FPDT Communications Parameters

Port
Speed
Data Bits
Parity

Stop Bits

2=

3600 -

-

M=

-

dahdd

When modifyng
communications
parameters, make sure
there are no conflicts with
ports been uzed by other
devices such az printers or
customer dizplays. &lso,
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parameters must be the
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communications to be
succesful

have

E it |

Use the drop-down arrows in the five fields to set the communication parameters, as needed. If you are
unsure what the correct settings should be, please consult your system’s specialist. When you are
finished, click on the Confirm button. After you have confirmed the new settings, click on the Return button.

You will be returned to the PDT Communications Menu:

GENERAL INFORMATION

1. Toturn onthe PDT depress the PWR button or one of the triggers located on either side of the PDT.
2. Toturn the PDT off depress the PWR button
3. The F key is the FNC button
4. To backspace depress the BSP button
5. To clear an erroneous entry depress the CLR button
6. To clear data from the PDT:
e From the PDT Main Menu select function three (Erase Data).
« The PDT will give you a warning message “ Erased Data Cannot Be Recovered”.
» If you certain that you want to delete data select function one (Erase Now).
Hint:

will remain in the PDT.
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BATTERY CHARGING:

To charge the PDT batteries you have the option of using either a 3100 series cradle or the 3115
Communications / Charger adapter (CCA).

USING THE CHARGER ADAPTER

1. Plug the 10-pin RJ41 connector into the base of the PDT
2. Plug the connector from the 15V power supply into the power input jack on the CCA
3. Plug the power supply into a wall socket

NOTE: Alkaline batteries cannot be charged in the terminal. To charge the batteries more quickly,
use the cradle as detailed below.

USING THE CRADLE

Plug the power supply cord round plug in the power connector on the side of the cradle
Connect the power supply cord AC plug to a standard electrical outlet
Place the terminal in the cradle

el

The battery pack is fully charged in approximately 90 minutes

Communications

The PDT is designed to communicate with your ROM Il Computer in order to send and receive data.
Follow the steps below to connect the PDT to the ROM Il computer.

1. Plug the 10-pin RJ41 connector into the base of the PDT
2. Insert a female-to-male gender adapter (25 pin to a 9 pin) on the DB25 connector

3. Connect the gender adapter to the designated serial port (This is serial port number ONE) of the ROM
[l computer.
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SCANNING WITH THE PDT

The PDT is designed to scan the Universal Product Code (UPC) of an item. The ROM Il system allows the
operator to create UPC's and labels for those items that do not have a UPC present. (See UPC’s and
Labels in the Stock Record Cards section of this manual

Hint:  The PDT will scan all UPC’s regardless if the item is in the system or not. Ensure that all
items carried as inventory have had the UPC’s assigned to it.

1. Power on the PDT by pressing PWR or the Scanner trigger.
2. Lift and turn the scanner to face the direction you wish to scan from.

3. Press the FNC button and the trigger that you are most comfortable using. This selects the scanner
trigger.

4. Point the scanner at the barcode (UPC) and press the trigger. The thin, red laser beam covers the
entire length of the barcode. The terminal indicates a successful scan by illuminating the green

scanner LED, beeping one or more times and/ or displaying the de-coded barcode on the screen of
the PDT.
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Reports and Auditing:

1. B01/B05 Journal of Receipts

OBJECTIVE

The B01/B05 Report replaced the NAVSUP Form 977. It records all receipts processed for the current
accounting period. These include receipt from purchase, receipt from other supply officers, credit memos
and accounting adjustments.

HOW TO AUDIT

» Verify that the dollar amounts posted on the BO1/B05 report for each transaction, matches the dollar
amount on the corresponding document. i.e. 1155, 1149, 1348-1

» Verify that each receipt document has a corresponding receiving report attached and that all discounts
and shipping charges are properly taken up.

» Verify that the receiving number on the report matches the receiving number on the documents

» Verify that amounts are posted in the correct columns i.e. receipts from purchase, accounting
adjustments for purchase orders and credit memos posted under BO1. Receipts from OSO, accounting
adjustments for receipts from OSO posted under B05

» Verify that the total amounts for BO1 and BO5 matches amount posted on lines BO1 and BO05 of the 153

2. B10Issuesto Use

OBJECTIVE

The B10 Report records all receipts and expenditures to and from other appropriations for the current
accounting period. These includes issues / receipts from the General Mess and issues / receipts from GSK
on non-207 class ships (issues / receipts from GSK on 207 class ships are processed as OSO
transactions)

HOW TO AUDIT

» Verify that the dollar amounts posted on the report for each transaction matches the amount on the
corresponding document (1149)
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Verify that receipts are posted as negative figures [number in parenthesis e.g. ($25.00)] and
expenditures posted as positive figures

Verify that the expenditure number on the report matches the expenditure number on the
corresponding document (1149)

Verify that the total dollar figure posted on the report matches the amount on line B10 of the 153

B12 Bulk Sales / Cash Refund

OBJECTIVE

The B10 report records all confirmed Bulk Sales / Cash Refund. These include merchandise sold to the
Navy Exchange, Military Sealift Command branch exchanges, ships not operating a ships store when the
transferring ship does not provide a composite recreation fund. Emblematic items sold to the commanding
officer for official representation, and merchandise returned to the vendor for cash refund.

HOW TO AUDIT

Verify that the dollar amount posted on the report for each transaction matches the amount on the
corresponding document (1149)

Verify that the total dollar amount posted on the report matches the amount reported on the cash sales
memorandum

Verify that the total dollar amounts posted on the report matches the amount on line B12 of the 153

4. B14 Gain/Loss by Inventory

OBJECTIVE

The GAINS/LOSSES by Inv. Consolidated report list the total amount of gains and losses on inventory to
be reported on line B14. These amounts listed come from confirmed inventories conducted during the
accounting period

HOW TO AUDIT
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Verify all items listed match the total of all inventory discrepancy lists from confirmed inventories for the
accounting period

Verify that the bottom line total matches line B14 on the Form 153

B15 SURVEYS TO NWCF

OBJECTIVE

This report records all surveys approved and confirmed during the current accounting period and charged
to the Navy Working Capital Fund (formerly DBOF)

HOW TO AUDIT

Verify that the dollar figure for each transaction listed on the reported matches the dollar amount on the
corresponding document (DD 200)

Verify that the expenditure number on the listed on the report matches the expenditure number on the
corresponding document

Verify that the total dollar amount listed on the report matches the amount posted on line B15 of the
153

B19 Transfers To OSO

OBJECTIVE

This report replaced the NAVCOMPT 176. It records all transfers of ship store stock to another supply
officer during the accounting period.

HOW TO AUDIT

Verify that the dollar figure for each transaction listed on the reported matches the dollar amount on the
corresponding document (1149)
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Verify that the expenditure number on the listed on the report matches the expenditure number on the
corresponding document

Verify that the total dollar amount listed on the report matches the amount posted on line B19 of the
153

B21 Cost of Retail sales

OBJECTIVE

This report record the quantity of all items sold during the accounting period and tabulates the total cost
value of these sales.

HOW TO AUDIT

Verify that each item listed on the report has a cost price assigned

Verify that the cost prices assigned matches the cost priced on the stock record listing
Verify that the extended cost for each item listed is computed correctly

Verify that only items sold in a retail store (except canned drink vending) are listed

Verify that the total dollar amount listed on the report matches the amount posted on line B21 of the
153

B22 Cost of Operation Retail

OBJECTIVE

This report record all cost incurred by the retail operation (except canned drink vending) during the current
accounting period. These include accounting adjustments, shipping charges, discounts and rounding
differences; (a rounding difference occurs when the retail operation incurs a loss that cannot be attributed
to any other known factors)

HOW TO AUDIT

Verify that cash discounts are posted as a negative figure

237



Verify that shipping charges are posted as a positive figure
Verify that the rounding difference is a relatively small amount (approximately $250.00 or less)

Verify that the total dollar amount of accounting adjustments matches the amount on the corresponding
documents

Verify that the total dollar amount listed on the report matches the amount posted on line B22 of the
153

B23 Surveys To SSPN Retail

OBJECTIVE

This report record all surveys of stock items (excluding canned drink vending items) approved and
confirmed during the accounting period and charged to SSPN.

HOW TO AUDIT

10.

Verify that the dollar figure for each transaction listed on the report matches the dollar amount on the
corresponding document (DD 200)

Verify that the expenditure number listed on the report matches the expenditure number on the
corresponding document

Verify that the total dollar amount listed on the report matches the amount posted on line B23 of the
153

B25 Canned Vending Sales

OBJECTIVE

This report record the quantity of all items sold in the canned drink vending operation during the accounting
period and tabulates the total cost value of these sales.
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HOW TO AUDIT

» Verify that each item listed on the report has a cost price assigned

» Verify that the cost prices assigned matches the cost price on the stock record listing
» Verify that the extended cost for each item listed is computed correctly

» Verify that only items sold in canned drink vending machines are listed

» Verify that the total dollar amount listed on the report matches the amount posted on line B21 of the
153

11. B26 Cost of Operations Vending

OBJECTIVE

This report record all cost incurred by the canned drink vending operations with the exception of the cost of
items sold.

HOW TO AUDIT

» Verify that the dollar figure for each transaction listed on the report matches the dollar amount on the
corresponding document

» Verify that the total dollar amount listed on the report matches the amount posted on line B26 of the
153

12. B27 Surveys to SSPN Vending

OBJECTIVE

This report record all surveys of canned drink vending items approved and confirmed during the accounting
period and charged to SSPN.

HOW TO AUDIT
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» Verify that the dollar figure for each transaction listed on the report matches the dollar amount on the
corresponding document (DD 200)

» Verify that the expenditure number listed on the report matches the expenditure number on the
corresponding document

» Verify that the total dollar amount listed on the report matches the amount posted on line B27 of the
153

13. C02 Retail Sales

OBJECTIVE

This report record the total cash collected daily from each retail outlet during the accounting period.

HOW TO AUDIT

» Verify that each entry on the report matches the amount recorded in the NAVSUP 469

» Verify that the amount listed on the report matches the amount posted on the cash sale memorandums
for the accounting period

» Verify that the total dollar amount listed on the report matches the amount posted on line C02 of the
153

14. C03 Drink Vending Sales

OBJECTIVE

This report record the total cash collected daily from each canned drink vending machine during the
accounting period.

HOW TO AUDIT
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15.

Verify that each entry on the report matches the amount recorded in the NAVSUP 469

Verify that the amount listed on the report matches the amount posted on the cash sale memorandums
for the accounting period

Verify that the total dollar amount listed on the report matches the amount posted on line CO3 of the
153

C04 Amusement Machines Sales

OBJECTIVE

This report record the total cash collected daily from each amusement machine during the accounting
period.

HOW TO AUDIT

16.

Verify that each entry on the report matches the amount recorded in the NAVSUP 469

Verify that the amount listed on the report matches the amount posted on the cash sale memorandums
for the accounting period

Verify that the total dollar amount listed on the report matches the amount posted on line C04 of the
153

CO4A Rebates

OBJECTIVE

This report record all rebates authorized by NEXCOM and posted to the system during the accounting
period.

HOW TO AUDIT

Verify that the dollar figure for each transaction listed on the report matches the dollar amount on the
corresponding document (NEXCOM LETTER)

Verify that the serial number listed on the report matches the serial number on the corresponding
document
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» Verify that the total dollar amount listed on the report matches the amount posted on line CO4A of the
153

17. C04B Contributions

OBJECTIVE

This report record all contributions received and posted to the system during the accounting period.

HOW TO AUDIT

» Verify that the amount listed on the report matches the amount posted on the cash sale memorandums
for the accounting period

» Verify that the amount listed on the report matches the amount posted in the NAVSUP 470

» Verify that the total dollar amount listed on the report matches the amount posted on line C04B of the
153

18. C05/C20 Loans Received / Loan Repayment

OBJECTIVE

This report list all loan amounts received and repaid during the current accounting period.

HOW TO AUDIT

» Verify that the loan received amount matches the amount on the letter authorizing the loan
» Verify that the total amount of loans received matches the amount posted on line CO5 of the 153

» Verify that the total amount of loan paid matches the amount posted on line C20 of the 153
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19. C06 Grants

OBJECTIVE

This report record all grants authorized by NEXCOM and posted to the system during the accounting
period.

HOW TO AUDIT

» Verify that the dollar figure for each transaction listed on the report matches the dollar amount on the
corresponding document (NEXCOM LETTER)

» Verify that the serial number listed on the report matches the serial number on the corresponding
document

» Verify that the total dollar amount listed on the report matches the amount posted on line C06 of the
153

20. C13 Laundry Claims / Service Charges

OBJECTIVE

This report records all laundry claims and service charges paid during the current accounting period.

HOW TO AUDIT

» Verify that the dollar amount of laundry claims listed on the report matches the amount on the
corresponding documents (1034)

» Verify that the dollar amount of service charges listed on the report matches the amount on the
corresponding documents (abstract data report)

» Verify that the total dollar amount listed on the report matches the amount posted on line C13 of the
153
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21. C18 Equipment Purchases

OBJECTIVE

This report record all equipment purchases made during the accounting period. These include vending
machine repair parts, vending machines, coin sorters, coin counters, etc.

HOW TO AUDIT

» Verify that the dollar amount of listed on the report matches the amount on the corresponding
documents (abstract data report)

» Verify that the total dollar amount listed on the report matches the amount posted on line C18 of the
153

22. C19 Amusement Disbursement

OBJECTIVE

This report records the amount of funds dishursed to an amusement machine contractor during the
accounting period.

HOW TO AUDIT

 Verify that the dollar amount listed on the report matches the amount reported on the monthly
transmittals

» Verify that the dollar amount listed on the report reflects the correct percentage stipulated in the
contract

» Verify that the dollar amount listed on the report matches the amount posted on line C19 of the 153
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FINANCIAL ACCOUNTING

1. RECEIPT TRANSMITTAL

OBJECTIVE

The Receipt Transmittal report is used to list all receipts under a specific date range to be sent to DFAS at
the end of each month. This report includes all receipts from purchase, receipts from other supply officers,
credit memos and accounting adjustments.

HOW TO AUDIT

» Verify that each receipt document on hand is listed on the report

 Verify that the dollar amount posted on the report matches the dollar amount on the corresponding
document, i.e. 1155, 1149, 1348-1

» Verify that the receiving number on the report matches the receiving number on the documents
» Verify that amounts are posted in the correct columns i.e. receipts from purchase, receipts from OSO
» Verify that the total of each receipt transmittal combined matches the total on line BO1/ BO5

» Verify that the information in the vendor/ship name field matches the information on the receipt
document

REPORTS/ INVENTORY MANAGEMENT

2. BARCODE LISTING

OBJECTIVE

The barcode listing report prints out a paper copy of each stock number in the database bar-coded for use
as the managers’ see fit

3. EMBLEMATIC LISTING
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OBJECTIVE

The Emblematic Listing report lists all emblematic items coded with “E” on the stock record card to provide
a quick view of your emblematic inventory currently on hand. The report includes current cost, extended
cost, current retail, extended retail and is compiled in stock number order and by store number.

HOW TO AUDIT

» Ensure the total extended cost of all emblematic inventory does not exceed 15% of your total on hand
inventory reported on line B28 of the 153 report

» Ensure that all items on the report are emblematic inventory and that no emblematic items are omitted.
If there is an item missing, check to see if it is coded “E” on the stock record card

4. GAINS/LOSSES by Inv Consolidated

OBJECTIVE

The GAINS/LOSSES by Inv Consolidated report list the total amount of gains and losses on inventory to be
reported on line B14. These amounts listed come from confirmed inventories conducted during the
accounting period

HOW TO AUDIT

» Verify all items listed match the total of all inventory discrepancy lists from confirmed inventories
 Verify that the bottom line total matches line B14 on the Form 153

5. GAINS/LOSSES by Inv Detailed

OBJECTIVE
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The GAINS/LOSSES by Inv Detailed report list the total amount of gains and losses on inventory to be
reported on line B14. These amounts listed come from confirmed inventories conducted during the
accounting period. The GAINS/LOSSES by Inv Detailed report contains the same information as the

GAINS/LOSSES by Inv Consolidated, except that it is listed by Inventory Count Sheet serial number.

HOW TO AUDIT

» Verify all items listed match the total of all inventory discrepancy lists from confirmed inventories
» Verify that the bottom line total matches line B14 on the Form 153

» Verify that the inventory count sheet serial numbers match the serial numbers listed on the report.

6. GAINS/LOSSES by Inv Summary

OBJECTIVE

The GAINS/LOSSES by Inv Summary report list the total amount of gains and losses on inventory to be
reported on line B14.

HOW TO AUDIT

» Verify that the total amount matches the total amount reported on the GAINS/LOSSES by Inv
Consolidated and GAINS/LOSSES by Inv Detailed

» Verify that the bottom line total matches line B14 on the Form 153

7. SALES RANKING BY DOLLAR

OBJECTIVE

The SALES RANKING BY DOLLAR report consolidates and lists all sales quantities for the accounting
period and ranks the top selling items according to dollars generated. The report is arranged by department
number.
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HOW TO AUDIT

* Review the list to determine your best sellers by department

* Review the list to determine your slow moving items by department

8. SALES RANKING BY QUANTITY

OBJECTIVE

The SALES RANKING BY QUANTITY report consolidates and lists all sales quantities for the accounting
period and ranks the top selling items according to quantity sold. The report is arranged by department
number.

HOW TO AUDIT

» Review the list to determine your best sellers by department

* Review the list to determine your slow selling items by department

9. SCANNED WITH PDT BUT NO FOUND

OBJECTIVE

The scanned with PDT but not found report list all items that are rejected during inport of inventory counts.
The rejection is caused when the computer cannot recognize the UPC and Stock Number entered in the
PDT.

HOW TO AUDIT

* Investigate the cause of the rejection by reviewing the stock numbers reflected on the report
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10. STOCK RECORD LISTING

OBJECTIVE

The Stock Record Listing report list all stock items and current book inventory quantities on hand. This
report is arranged by store number and then by stock number order.

HOW TO AUDIT

» Use this report to check quantities on hand to determine if a breakout is needed to the EPOS store or if
addition stock is needs to be requisitioned or procured.

» At the end of the accounting period, the bottom line total should match the grand total of the confirmed
closing inventory count sheet for the accounting period

11. STOCK TURN REPORT

OBJECTIVE

The Stock Turn report replaces the old ICR to determine the Stock Turn ration of the operation. The report
is listed in stock number order and contains quantities by line number on the Form 153.

HOW TO AUDIT

» Use this report to determine the stock turn ration per line item and identify slow selling items
» Use this report to determine the stock turn ration of the operation at any time
» Ensure that the stock turn ration is .33 per month and 1.33 per accounting period
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FINANCIAL REPORTS

1. BACK OF 153 REPORT

OBJECTIVE

The Back of 153 Report is a consolidated overview report of the entire ships store operation. It lists the
sales (cost and retail), gross profit percentages, cash collections, overages/shortages (cost and retail),
inventory gains and losses (cost and retail) and net differences by individual outlets. This report is used to
balance your operation and determine your financial position. This report is also used to determine if the
operation has an excessive or disproportionate difference.

HOW TO AUDIT

» Verify that the Sales at Cost and Retail by EPOS outlet totals match the total on the Retail (EPOS)
Profitability Report.

» Verify that the Collections total for each outlet matches the corresponding totals on the 469's, EPOS
Cash Over / Short Summary Report and the profitability reports.

* Review the overall difference of each outlet by percentage difference and verify that the outlet is in
tolerance, less that 1% or $750 whichever is greater

» Verify that the Sales at Cost and Retail for Snack Vending outlets match the total on the Snack
Vending (NON_EPOS) Profitability Report.

» Verify that the Sales at Cost and Retail by Non EPOS Canned Vending outlet totals match the total on
the Canned Vending (NON_EPOS) Profitability Report.

2. EPOS Cash Over/Short Detailed Report

OBJECTIVE

The EPOS Cash Over/Short Detailed Report lists each till reconciliation for each EPOS store by date. The
report includes the amount of cash difference between cash collected and the register readings. The report
will also list the cumulative overage or shortage of cash for the accounting period.
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HOW TO AUDIT

» Verify that every till assignment has been reconciled and is listed on the report.

» Verify that the grand total “To Date Actual” amount matches the total cash collected amounts of the
EPOS Store 469's for the accounting period. Investigate any differences.

* Investigate all differences over $5.00

3. Cash Over / Short Summary Report

OBJECTIVE

This report records the total collection for each retail outlet (EPOS AND NONEPOS) for the accounting period. The report also
lists the cumulative overage or shortage of cash for each outlet for the accounting period.

HOW TO AUDIT

» Verify that the amount listed on the report for each outlet matches the amount recorded in the
corresponding NAVSUP 469

» Verify that the amount listed on the report for all retail outlets matches the amount posted on line C02
of the 153

» Verify that the amount listed on the report for canned drink vending sales matches the amount posted
on line CO3 of the 153

» Verify that the amount listed on the report for amusement machine sales matches the amount posted
on line C04 of the 153

4. Profitability Reports

OBJECTIVE

This report replaces the NAVSUP form 235; it displays the financial position of a retail outlet base on the
sales for that outlet. This report records the sale of each item and computes the gross profit of each item
sold and the total gross profit for each outlet during the accounting period. The report also records the total
cash collected form each outlet, which is compared to the total sales amount in order to identify any
shortages or overages that may exist. Before generating a profitability report ensure that all items in a non-
EPOS outlet are broken back to the bulk storeroom, all breakouts in the system are confirmed and all cash
collections posted. The reported is cumulative and is normally generated on a monthly basis.
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HOW TO AUDIT

Canned Drink Vending

» Verify that breakouts and breakbacks quantities are correct
» Verify that cost and retail prices are correct
» Verify that extended cost and retalil figures are correct

» Verify that book gross profit figures are correct ( if figures are erroneous cost and retail prices may be
wrong, items may have been sold at a reduced price without documentation, or breakout and
breakback quantities may be wrong)

» Verify that cash collections matches amount recorded in NAVSUP 469
» Verify that actual gross profit percentage are within limits (40 — 55 %)

 Verify that overage or shortage is within limits ($750 or 1 % whichever is greater)

Snack Vending Machine

» Verify that breakouts and breakbacks quantities are correct
» Verify that cost and retail prices are correct
» Verify that extended cost and retalil figures are correct

» Verify that book gross profit figures are correct ( if figures are erroneous cost and retail prices may be
wrong, items may have been sold at a reduced price without documentation, or breakout and
breakback quantities may be wrong)

» Verify that cash collections matches the amount recorded in the NAVSUP 469 and the snack vending
collections report; remember to include collections from hangar bay sales and phone card machines.

» Verify that actual gross profit percentage are within limits (12 — 15 %)

» Verify that overage or shortage is within limits ($750 or 1 % whichever is greater)

EPOS

» Verify that cost and retail prices are correct
» Verify that extended cost and retalil figures are correct
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Verify that book gross profit figures are correct ( if figures are erroneous, cost and retail prices may be
wrong, items may have been sold at a reduced price without documentation)

Verify that cash collections are correct; remember that all EPOS collections must be combined in order
to verify this amount.

Verify that actual gross profit percentage are within limits (12 — 15 %)

Verify that overage or shortage is within limits ($750 or 1 % whichever is greater)

Snack Vending Collection Report

OBJECTIVE

This report record cash collected from NON-EPOS outlets other than canned vending machines. These
include but are not limited to; candy machines, phone card machines and hangar bay sales.

HOW TO AUDIT

Verify that the daily amounts listed on the reported matches the amounts recorded in the NAVSUP 469

Verify that the total amount collected listed on the report matches the amounts recorded in the
NAVSUP 469 for all outlets combined

Verify that the total amount collected matches the cash collection amount on the snack vending
profitability report.

Voided Transactions Report

OBJECTIVE

This report records all sales that have been voided in an EPOS outlet during the accounting period. This
report should be generated after each end of till reconciliation is performed at the BackOffice.

HOW TO AUDIT

Verify that the stock record cards for each item on the report were credited with the void and not posted
as a sale

Verify that the total sale for that register correctly reflect the voided transaction.

253



POS Assign Till :

This function lets you transfer data from the back office to the Point of Sale outlet prior to the start of each
business day or each shift. To access this function, click on this selection and the following menu will
appear:

Till Assignment

Return

Till Assignment:

This function lets you assign a till (change fund), to a cashier, update articles prices and UPC's at the
beginning of the business day. To access this function, click on this selection and the following screen will
appear:
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| Till Assignment

Cashier I
Store Mo |
Register No |

Export Till
Data to
Diskette

-~
]
]

Return

Edit Max Amount

fax Amount I

£100,000,00

To assign a till to a cashier, do the following:

1. Use the drop-down arrow in the cashier field to locate and select the cashier to which you are assigning

the till. Refer to the following figure:

| Till Assignment

Cashier
Store Mo

Register Mo

Export Till

|

Manager
MCCLAIN

WIOODBLIRMN

LIMBERT
CEASER
EWVAMS
BROWYMN
MEWWCIOME

Data to

Diskette

Return

Edit Max Amount

Max Amount I

$100,000.00

ro

working. Refer to the following figure:
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| Till Assignment

Cashier [WOODBLRN ]

Store No j

Register No |1 _
Export Till

Data to Return
Diskette

Edit Max Amount
Max Amount | £100,000.00

3. Use the drop-down arrow in the register # field to locate and select the register at which the cashier will
be working. Refer to the following figure:

]
| Till Assignment
Cashier [WOODBURN d|
Store No | 1 j
Register No j
1001
1002
Export Till
Data to Return
Diskette

Edit Max Amount
Max Amount | £100,000.00
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4. Advance to the max amount button and enter the maximum dollar amount (include the decimal point)
that the register should contain at any given time. When this threshold is reached, the ROM Il system
will issue a message to the cashier, recommending that a cash drop be made.

Note: The Max Amount is established on a ship-by-ship basis, there are no set amounts. The
sales officer should determine this as he / she deems necessary.

5. Click on the Export Till Data to Diskette button to copy the till assignment to disk.
6. Click on the return button to return to the previous screen.
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Point of Sale:

In this section we will discuss the operational procedures for initial setup to daily functions of the
Point of Sale system (Referred to as POS hereafter). POS has similar setup requirements as that
of the Back office and must be adhered to, to ensure proper installation and functionality of the
system.

Importing Till Assignment Disk:

Place the Till Assignment Disk in the “A” drive of the computer. The disk will be extracted
automatically when you activate the POS software. Refer to the following:

Note: The operator will not be allowed to log onto the register once a End of Day has been
performed and reconciled at the Back-Office.

Digk Import Form
MaxPoint P.0.5_ System 1]

Flease inzert the dizk with POS import data and click the Start Import again

Start Import Return

If you receive the above message, ensure that you have the disk properly inserted and click on the
OK button. Then click on the Start Import button to import the Till Assignment disk. Refer to the
following picture:

Digk Import Form

Function I

Status & disk with proper import file is required

B Return

You will get the following message:
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POS Reconcile Till:

The End of Day Functions menu enables you to perform end of the day operations such as cashier
closeout and reconciliation of cash, inventory updating based on the sales generated from your POS
outlets and data for reports. Click on this option and the following screen will appear:

ClozeOut Menu

End of Till Import
End of Till Reconciliation

Return

End-of-Day Import:

This function lets you import a diskette (from a given cashier) at the end of the cashier’s shift, or end of the
business day. End-of-Day import should normally be done in conjunction with a cash drop, and the diskette
handed to the back office person, along with the till. To access this function, click on this selection, and the

following menu will appear:
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End of Day Import

Current Store No |

Register No I

Date of File |

Status

Start Import Return

To import a diskette, complete the following:
1. Insert the diskette into your “A: drive”.

2. Click on the Start Import button. The import process will begin.
3. When the import is complete, the Status field will display “Finished Updating.”

4. Either insert another diskette for import (from another cashier/register) or click on the Return button to
return to the previous menu.

End-of-Day Reconciliation:

This function lets you balance the returned till with the sales transaction data that you import. End-of-Day
Reconciliation should normally be done at the end of the business day. To access this function, click on
this selection, and the following menu will appear:

Note that this process must be accomplished after the End of Day Import has been done and not
prior.
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End of Day Reconciliation I

Please select a till assignment:
| -

Store:

Register:

Dperator:

{114

Till Azsinment Time:

Check Totals

Verify and Save Record

Clear Amounts

Return

Cashier System Yariance

Tntalsl $0.00 | $0.00 | $0,00

1. Scroll and select the desired till in the Please select a till assignment field. Refer to the following picture:

End of Day Reconciliation

Pleaze zelect a hll azzignment:

]

1 100 1 10/258/39 B:33:52 &AM

4 4
T

O perator: I

Till Assinment Time: I

2. Once you have selected the desired Till, the system will automatically query information for that till
assignment.

3. Enter the cash amount collected from the operator in the Cashier field located at the lower left hand
side of the screen.

4. Once you are finished with step 3 above, click on the Check Totals button. ROM Il will compare the
cash collected with the sales transaction data from that cashier’s register.
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If you are satisfied with the verification, click on the Verify and Save Record button. The record will
post to the system.

If you wish to proceed with another reconciliation, click on the Clear Amounts button, and then begin
this process again, beginning with step 1. Note that each operator and register must have a separate
diskette.

If you wish to exit this screen, click on the Return button and you will be returned to the previous menu.
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Import Warning

TS =

Click on the OK button and the following screen will appear:

1. Scroll and select the appropriate operator (This would be the operator that the till assignment
disk was generated for at the BackOffice).

2. Enter the operator's password.

3. Click on the Clock in as Cashier button and the following screen will appear:

The Main Sales Form is where all sales are conducted. Use the hand held scanner and scan the
item to be sold. If UPC maintenance has been conducted, the item will be displayed in the Article
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field with the description and current retail price. If for some reason the item does not scan, then
press the F4 button at the top of the keyboard and a drop down list of stock will appear. Enter the

SKU of the item or point and click with the mouse. Refer to the following picture:
axPoint [00.01G] - Main Sales Form

Cashier 1 Register No I 3001 pate | 14-Jun-00 End of Ti|||
Store No 3 Transaction No | 4 Time 2:55 AM
Article # Description Price Override Price Oty.  Total Price
EIlEIDEIDDEIlE;l WRITING TABLETS,RULED $0.70 1 $0.70
DlDDDDDDDlJ EMWELOPES, #6 24,100 CT $0.70 1 $0.70
DlDDDDDDlej SHIPS PHOTO, W TRACK, CHART $4.25 1 $4.25
=] $0.00 1

Manager
Form

Change Reprint the Last
Due Receipt

From this screen all sales, refunds and voids are conducted. ltems can be scanned or
manually inputted. The following keys produce the following results:

. F1
. F2

. F3

. F4

. F5

. F6

. F7

. F8

. F9

. F10

. F11

. FI2

- END

.« HOME

. PAGE UP

Help Functions.

Void Entire Transaction.

No Functionality.

Item Scroll.

No Functionality.

Change the Quantity of an Item.
No Functionality.

Refunds.(Return without a receipt)
Cash Drop.

No Functionality.

Voids Previous Transaction.
Voids a Particular Line Item.

Total Sale for Cash Payment.
Total Sale for Check Payment.
Total Sale for Health and Comfort.
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Manager Form:

The Manager Form is used for various tasks such as establishing new registers, modifying receipts
and modifying manager passwords for function over-rides. Click on this button and the following

screen will appear:

User ID - I

Password |1 Manager |

Return to POS

1. Scroll and select the appropriate manager.
2. Enter the password for that manager and press the Enter button. The following screen will
appear:

Manager Functions Menu PDS Yersion 0001 1

Startolelllmpmt
End of Till Export

Setup Store/Register

Menu Update/Security
Receipt Message

Daily Transaction Report
Change Export Data Password
Change Refund Password
Change Override Password
Change Receipt Threshold
Exit

Return to POS
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Start of Till Import:

The Start of Till Import allows the manager to import till assignments within the program instead of
having to back out each and every time a till assignment is required. Click on this function and the
following screen will appear:

Function I
Status
Start Import Return

Place the Till Assignment Disk in the “A” drive of the computer and click on the Start Import button.
The import process will begin and all data on the disk will be imported to the Point of Sale register.

End of Till Export:

The End of Till Export allows the manager to recover previously created End of Day Till Exports to
disk. The purpose for such a function is a backup method if data is lost or corrupted on a disk at
the initial time of export. Click on this function and the following screen will appear:

End of Till Export |

Please select a till assignment to export the data:

Cashier I
Till Assignment Time I

Export Data | Return |

1. Scroll and select the desired till. Refer to the following picture:
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End of Till Export

Please select a till assignment to export the data:

=

Cashier [ Till Assignment

6/5/00 3:10:03 PM 1

7
ED 1 6/6/00 1:45:42 PM
Till Assignment Time I

Export Data | Return |

2. Ensure that a formatted floppy disk is in the “A” drive.

3. Click on the Export Data button and the information will be copied to disk.

Menu Update/ Security:

From the Security/ Update screen the Manager can assign a security number for a specific function

of the ROM Il system. The number 1 is the highest security and 6 being the lowest.

All that is

required is to modify the existing number with the desired number. Click the Save Changes button
to save. Click on this function and the following screen will appear:

Menu Update/Security Form

Menu Search |'rﬂm vl High Range I 1999
Menu Type |Manager Low Range I 1005
Security
Menu Id Seq #  Belonging To Form to Activate Level
4 10311 Start of Till Import End_Day_Diskette_import_frm =] 1=]
1041 |2 End of Till Export mat_end_of_till_frm ] &=
1045 |2 Setup Store/Register store_reqister_nurmber_frm j 1 j
1047 |6 enu Update/Security rrerid_creation_frm j 1 j
1050 |4 Receipt Message new_message_fim j 1 j
1055 |7 Daily Transaction Report mat_daily_trans_firm j 1 j
1050 |5 Change Export Data Passwor |mat_data_passwaord_frm j 1 j
1085 |8 Change Refund Password mat_data_password_frm j 1 j
Save Changes Return

1. Scroll and select the desired access level to the specific screen in the Security Level field.

2. Click on the Save Changes button.
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Receipt Message:

To create, delete or modify register receipt messages, click on the Receipt Message function. The
following screen will appear:

Receipt Message Form
Receipt Header | ;l
Receipt Footer | _v|

New Message ||

Add New Message Delete Old Message

Save New Message Return

Adding a new Message:

1. Click on the Add New Message button.
2. Enter the new message in the New Message Block.

3. Save the new message by clicking on the Save New Message button. (Receipt messages
cannot exceed 20 alphanumeric spaces.)

4. To save these changes simply click on the Return button.

5. Scroll either the Receipt Header or the Receipt Footer to find your new message. If the
message does not appear, simply exit and return to the Receipt Message screen. This
refreshed the screen.

Receipt Message Form
Receipt Header || ;l

Come Again -~
Receipt Footer |Grand Cpening 1997 —
Mew Product T
10 % Sale

New Message |Thark vou

Return

Add New Messg Clothing

—————— | Testing new message!

Save New Message Return

6. Click on the desired message for the Receipt Header and or Receipt Footer.
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Deleting a Message:

1. From the Receipt Message Form screen click on the Delete Old Message button. The
following screen will appear:

Delete Receipt Message F...

Select Message To Delete

i |

Delete Message

Return

2. Scroll the appropriate message desired.

3. Click on the Delete Message button. The following message block will appear:

Delete Message

You are about to delete the Testing new message! message, Do
wou wvizh to cortinue?

4. Click the appropriate block and you will return to the previous screen.
5. Continue to delete messages or click on the Return buttons until you return to the main menu.

Reqister/ Store Setup:

Click on the Setup Store/ Register option from the Manager Functions Menu. The following
screen will appear:
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Store/Register Setup Form
Ship Name Iﬂ
Store No Il

Register No IlDI:Il

Confirm | Return

From the Store/ Register Setup Form, the manager can add the following information:

1. SHIP NAME: Enter the name of the ship system is installed on. Never include the USS
part because this is defaulted into the system.

2. STORE NO. Enter the appropriate store number.

3. REGISTERNO.  Enter the appropriate register number. If more than one register exists
in an outlet insure that the register numbers are different.

Once you have made all the required changes, click on the Confirm button to save the
information.

NOTE: When the system is initially installed it may have another ships name listed,
simply make the necessary changes and save. Ensure that the information
that is entered at POS is the same as the information from the Backoffice.
l.e. store number 1 is the same throughout the system, otherwise your
system will not function correctly.

Daily Transaction Report:

The Daily Transaction Report is the detailed tape for all sales at a specific register in a specific
retail outlet. Click on this function and the following screen will appear:

I Date: I
Generate
Aot | Return |

1. Double click in the date field and select the specific dates that you want to create the report.

266
Updated 29 December 2000
Version 00.03E



2. Click on the Generate Report button and the receipt printer will generate the detail tape for that
date selected.

Change Export Data Password:

This function allows the manager to change their password for the End of Till Export function. Click
on this function and the following screen will appear:

| Change Export Data Password

Did Password |

New Password |
Retype Password |

Confirm | Return |

Enter your current password in the Old Password field.
Enter the new password in the New Password field.
Re-enter the new password in the New Password field.
Click on the Confirm button.

o

Change Refund Password:

This function allows the manager to change their password for the Refunds (F8 button). Click on
this function and the following screen will appear:

Change Refund Password
| Change Refund Password

0id Password I

New Password |
Retype Password |

Confirm Return

Enter your current password in the Old Password field.
Enter the new password in the New Password field.
Re-enter the new password in the New Password field.
Click on the Confirm button.

i S Ao
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Change Override Password:

This function allows the manager to change their password for the Price Override function from the

main sales screen. Click on this function and the following screen will appear:

| Change Override Password

0OId Password ||

New Password |
Retype Password |

Confirm | Return |

Enter your current password in the Old Password field.
Enter the new password in the New Password field.
Re-enter the new password in the New Password field.
Click on the Confirm button.

el S Ao

Change Receipt Threshold:

This function allows the manager to change the receipt threshold at which the register generates a
receipt. In most cases the threshold is set to zero. This meaning that for all transactions a receipt
will be generated. There may be times that you may want to set the receipt threshold to only print
a receipt for transactions in excess of 10.00. Click on this function and the following screen will
appear:

E3 Edit Dollar Threzhold

Threshold amount:

Confirm | Return |

1. Enter a desired amount in the Threshold Amount field.
2. Click on the Confirm button and now receipts for transactions in excess of that amount will be
generated.

Exit:

Use this function to exit from the Point of Sale program.
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Return to POS:

Use this function to return to the Main Sales screen.

Sales Screen:

Click on the Return to POS button from the Manger Functions menu. This will take you directly
to an Operators Logon screen. Refer to the following figure:

1. The operator will logon and the following screen will appear:

I
Logon Screen

Logon I - |
Password I

Clock in as Cashier Exit

2. Scroll and select the appropriate operator (This would be the operator that the till assignment
disk was generated for at the BackOffice).

Enter the operator’s password.

4. Click on the Clock in as Cashier button and the following screen will appear:

w
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End of Till button — Used for end of day till export.

Manager Form button — Used to navigate to the Manager Form menu.

Reprint the Last Receipt — Used to print a duplicate receipt for the current transaction.

Price Override button - Used to override a retail price for a specific item. This is a one-time event

and does not change the current retail price for the entire quantity still on hand. Refer to the
following picture:
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1. Scan the item that you wish to conduct a price override on.
2. Click on the Price Override button and the following screen will appear:

ice Overmnde

3. The manager must enter the password in the Override Password field.
4. The manager must enter the new retail price in the Override Price field.
5. Click on the Confirm button and the item will reflect the new price on the Sales screen.

Conducting a Sale:

1. Scan each and every item that is to be sold. Refer to the following picture:
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axPoint [00.01G] - Main Sales Form

Cashier 1 Register No I 3001 pate | 14-lun-00 )
| End ot Tl
Store No E Transaction No I 4 Time 0:55 AM

Article # Description Price Dverride Price Oty.  Total Price
DlDDDDDDlB;I WRITING TABLETS,RULED $0.70 1 $0.70
DlDDDDDDDl;l ENVELOPES, #6 24,100 CT $0.70 1 $0.70
DlDDDDDD4D;| SHIPS PHOTO, W/ TRACK CHART $4.25 1 $4.25

=] $0.000 1

Manmager Change Reprint the Last
Form Due Receipt

2. Once you have all items that are to be sold press the END Button. The following screen will
appear:

Caszh Payment Form

Tenders Amount

Cash
Check
HAC

Amount Paid I Return
Amount Due I $5.65
Sales Tofal I $5.65

For a cash transaction —

1. Simply enter the amount that the customer gives you in the Amount Paid field. I.e. if the
customer gives you a $10.00 bill for a $5.65 total, enter 1000 in the Amount Paid field.

DO NOT ENTER THE DECIMAL POINT.

2. Press the Enter key.

3. The system will open the drawer and display what the change is.
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RECEIPT TAPE:

The register drawer will not open if the receipt printer is out of paper. The cash register drawer key
will need to be used for each cash transaction with change to open the drawer. Ensure that
adequate amounts of receipt paper is kept on hands at all times to eliminate this problem.

For a check transaction -

1. Click on the Check button and the following screen will appear:

Check |HAC |

D# |

Tender Amount I $5.65
Amount Due I $5.65

Accept Return

2. Enter the customers social security number in the ID # field. First ensure that the customers
social security number in not on the bad check list supplied to you by the Disbursing Officer.
The system does not keep track of this list, so this will be done manually each and every time.

3. Click on the Accept button.

4. The system does not open the drawer for check transactions. All checks must be inserted into
the register through the slot located at the front of the register drawer.

For a Health & Comfort transaction —

1. Click on the HAC button and the following screen will appear:
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Check HAC |
Documelit £ |
Tender Amount $5.65
Amount Due $5.65
Accept Return

3. Enter the customers document number in the Document # field. Ensure that you have the final
copy of the Health and Comfort with the required signatures.

4. Click on the Accept button.

5. Place the Health & Comfort document on the bottom of the register drawer.

Refunds:

There will be times that a customer will bring something back to the store for a refund. The
manager must approve and conduct all refunds. Click on this option and the following screen will
appear:

Refund Logon
IPassword: |
Confirm | Return |

1. F-8 Refunds: This Function is used to conduct refunds. Press the F8 button and a Return
Form will appear. The manager must enter the password and Click on the Confirm button to
access the actual Refund form. Click on the Return Reason and then check the box to the left
of the item/s that are to be returned. Enter the quantity returned in the box under the Return
Now column, and click on the Press F12 to Accept button located at the lower left side of
screen. The system will return to the sales screen with the selected items indicated with
negative numbers. Press the End button and enter 000. Click the Enter button and the
register will open. Give the customer his refund and have him/ her sign the receipt and place
the refund receipt in the cash drawer.
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Register Function Keys:

F-1 Help Function: This function is used to access help on a variety of areas, ranging from
register setup to end of day. Scroll the list and click on the desired topic. The system will give
detailed instructions on how to perform each task.

F-2 Void Entire Transaction: This function is used to delete an entire transaction from the sales
screen prior to the acceptance of cash. For Example, if the operator scanned several items and
the customer decided that he/she did not want the items or did not have any money, you can
simply use the F2 button.

F-3 (No Functionality)

F-4 Iltem Scroll: Use this function to display a list of ship’s store stock that is carried. This would
be beneficial when a item does not have a UPC on it. You would scroll the list and find the
appropriate item and then click that selection. The item will then appear on the sales screen with
the price.

F-5 (No Functionality)

F-6 Quantity Change Function: This Function is used to change the quantity of an item that has
already been scanned. For example, if a snickers candy bar was scanned and then a variety of
other items and the customer decide to purchase 4 more snickers bars, scroll to the line of the
snickers bars on and press the F6 button. The quantity will be highlighted, just enter the total
quantity and press the Enter button. The transaction will be adjusted once you press the Enter
button.

F-7 (No Functionality)

F-8 Refunds: This Function is used to conduct refunds. Press the F8 button and a Return Form
will appear. The manager must enter the password and Click on the Confirm button to access the
actual Refund form. Click on the Return Reason and then check the box to the left of the item/s
that are to be returned. Enter the quantity returned in the box under the Return Now column, and
click on the Press F12 to Accept button located at the lower left side of screen. The system will
return to the sales screen with the selected items indicated with negative numbers. Press the End
button and enter 000. Click the Enter button and the register will open. Give the customer his
refund and have him/ her sign the receipt and place the refund receipt in the cash drawer.

F-9 Cash Drop: The system is designed to allow up to a maximum amount of cash in the register
at a given time. Once this maximum has been reached, the system will prompt for a cash drop. To
do this; press the F9 button. The Cash Drop Form will appear. Scroll and select the supervisor in
the supervisor field. The supervisor receiving the cash drop will enter their ID number. The
Cashier (Actual Cashier Logged in at time of Cash drop.), Cash on Register (Actual cash present in
register, including checks) and Suggested drop (What the system recommends to be dropped.)
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fields are grayed out, and cannot be modified. The cashier will press the Enter button, which will
open the register drawer. The money to be dropped will be counted by the cashier and the
supervisor and then the F9 button will be pressed again. Enter the dollar amount of the drop in the
following format: 10000 = $100.00, for a one hundred dollar drop. Click on the Confirm button. The
system will print out a receipt for the cash drop. The supervisor receiving the cash drop will
sign the receipt and return to the cashier at the time of cash drop. The signed receipt will be
maintained in the register drawer until that cashier is cashed out and collected from. The receipt is
considered a cash voucher and will be counted as part of the collection.

F-10 (No Functionality)

F-11 VOIDING PREVIOUS TRANSACTIONS: If an operator has made a mistake, the POS system
will allow them to void a previous transaction. Press the F11 button and the Void Transaction Form
will appear. Scroll the Transaction Number field and select the appropriate transaction number.
Scroll and select the user ID and enter the appropriate password. Scroll and select the reason for
void and click on the Confirm button. The Confirm button is used twice for this function. The first
time releases the drop down box for reason to void transaction. After selecting reason, click the
Confirm button again to close transaction. This function must be performed by a supervisor.

F-12 Voiding a Particular Line: The system is designed to allow an operator to void a single line
of a sale prior to a cash exchange. For example, if a customer decided they did not want an item
that had already been scanned, you could scroll to the line of that item and press the F12 button to
void it out. The operator would then press the Enter button, this would correct the final total field of
the sales screen.

The End/ Home/ Page Up buttons: The End button is used for cash transactions. Press this
button when all items have been scanned and cash payment is received. The screen allows you to
choose from cash, check or health and comfort. The Cash Payment Form will appear, enter the
cash tendered into the Amount Paid field in the following format: $20.00 = 2000 and press the
Enter button. The Cash register drawer will open and the system will return to the sales screen.
The bottom of the screen will indicate the Last Total and below it will display the change, if any,
that is due back to the customer. Close the drawer and you will be ready to conduct another sales
transaction. The Check Payment form can be done from the cash form or the Home button and
requires the customers social security number to be entered. The transaction is made for the exact
amount of the sale only. For a Health and Comfort transaction, the Page Up button or the cash
payment can be used and requires the customer’s social security number as well.
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